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1.

Where to look for job vacancies:

https://jobhelp.campaign.gov.uk/
https://findajob.dwp.gov.uk/
https://www.solihullforsuccess.com/job-seekers-home

2.

For advice about job- seeking, claiming benefits and credits:
https://www.jobcentreplusoffices.com/na/solihull-jobcentre-plus/
https://www.jobcentreplusoffices.com/chelmsley_wood/chelmsley-wood-jobcentre-plus/

3.

For Careers Advice beyond school:

See National Careers Service website
https://nationalcareers.service.gov.uk/about-us

Want to speak to an adviser? Call 0800 100 900
or use webchat 8am to 10pm, 7 days a week

4.

How to search School Leaver Jobs see: Indeed/School Leaver Jobs
https://www.indeed.co.uk/jobs?q=School+Leaver&l=Solihull%2C+West+Midlands

5.

To find out about current recruitment updates
See Reed Recruitment- updates on current recruitment trends
https://www.reed.co.uk/popularjobs

Please also see separate information sheet: ‘Alternatives to University: Useful Websites’

Birmingham & Solihull JCP Support for Schools Team
have been working successfully with students for many years
& have facilitated work experience with employers also
running employability sessions in schools.
One of DWP main priorities currently is to support young
people by helping them identify their skills & qualities &
matching these to their future career goal.
Do you need help / support with any of the following?
•
•
•
•

CVs & cover letters
Interview skills
Apprenticeships
Information about local jobs & work experience
Please feel free to email our team at:
schoolwork.advisersteam@dwp.gov.uk

In the subject heading of the email please include: the
name of your school, your year group and your schools
career lead name.
Please note for safe-guarding measures our response to any
emails will be sent to yourself & your Schools Careers Lead
will be copied into the email.

Alternatives to University: Useful websites
1. UCAS
https://www.ucas.com/alternatives-to-university

2. NotGoingtoUni
https://www.notgoingtouni.co.uk/

3. Apprenticeships.GOV.UK https://www.gov.uk/apply-apprenticeship
Apply Filters for Sector then either Degree ( or Higher) and Distance England.
You will need to create an account to Apply.

4. Prospects
https://www.prospects.ac.uk/applying-for-university/alternatives-to-university

A guide to
apprenticeships
What’s an apprenticeship?

Why apply?

An apprenticeship is a genuine job and under all circumstances an apprentice will be
employed from day one. Apprenticeships combine practical training in a job with study.

– Earn a real wage;
– Be trained in the skills employers want;
– Set yourself up for the future –
apprentices enjoy marked salary
increases when they complete their
training, and those completing a
higher apprenticeship could see
increased earnings of an estimated
£150,000 over their lifetime.*

An apprentice will:
– work alongside experienced staff
– gain job-specific skills
– earn a wage and get holiday pay
– be given time for study related to their role (the equivalent of one day a week)

What levels are there?
All apprenticeships include elements of on the job and off the job training, leading
to industry recognised standards or qualifications. Some apprenticeships also require
an assessment at the end of the programme to assess the apprentice`s ability and
competence in their job role.

Name

Level

Equivalent educational level

Intermediate

2

5 GCSE passes at grade A*– C or 9 – 4

Advanced

3

2 A level passes/Level 3 Diploma/
International Baccalaureate

Higher

4, 5, 6 and 7

Foundation degree and above

Degree

6 and 7

Bachelor’s or master’s degree

What can they earn?
The national minimum wage (NMW) for apprentices is £3.90 per hour from April
2019. The apprentice NMW applies to apprentices aged under 19 or aged 19 or over
and in the first year of their apprenticeship.
Apprentices aged 25 and over, and not in the first year of their apprenticeship, will be
entitled to the National Minimum Wage.

Year
April 2019

25 and over
£8.21

21 to 24 18 to 20
£7.70

£6.15

Under 18
£4.34

This is the legal minimum pay per hour, most receive more. The Apprenticeship Pay
Survey 2016 estimated the average gross hourly pay received by apprentices in Great
Britain was £6.70 an hour for level 2 and 3 apprentices which is equivalent to nearly
£14,000 per year. More details on salaries and entry criteria in specific apprenticeship
occupations can be found on GOV.UK and search ‘apprenticeships’

Entry requirements
Apprenticeships are available to anyone
over the age of 16, living in England and
have no upper age limit. The National
Apprenticeship Service is committed to
ensuring that high quality apprenticeships
are a prestigious option, accessible to
all people from all backgrounds. All
vacancies on Find an apprenticeship will
clearly state what the entry requirements
are for the job role being advertised.
There will be different entry requirements
depending on the industry, job role and
apprenticeship level.
Recent changes to the minimum English
and maths requirements now mean
that people with a learning difficulty
or disability can now access a level 2
intermediate apprenticeship as long
as they can achieve an entry level 3
qualification during their apprenticeship.
A Disability Confident Employer will
generally offer an interview to any
applicant that declares they have a
disability and meets the minimum criteria
as defined by the employer. For more
details, search Disability Confident on
GOV.UK.

University education – Is this the best route into employment?
AAT and CEBR Feb 2013

*

Where to look for an apprenticeship?
With so many opportunities on offer, there are several ways you can find an
apprenticeship.
More information, including videos of current apprentices, is available at
apprenticeships.gov.uk. You can search and apply for vacancies on Find an
apprenticeship on GOV.UK. Once registered on Find an apprenticeship, email and text
alerts can be set up about new apprenticeship vacancies which may be of interest.
If you would like to view more information on a selection of well-known employers
you can visit the vacancy snapshot at amazingapprenticeships.com. It displays a range
of employers fact files outlining the types of apprenticeship vacancies available at
these companies across the year. If you have a specific interest in a certain employer,
it is also worth going direct to their recruitment site.
You could also meet employers and their apprentices through our new live
broadcast feature. In these interviews, we take a look behind the
scenes of a range of different employers and meet some of their apprentices
amazingapprenticeships.com/live-broadcasts.

How many hours per
week will an apprentice be
working?
The minimum duration of each
apprenticeship is based on the
apprentice working 30 hours a week or
more, including any off-the-job training
you undertake.
However, this does not apply in every
circumstance. For example, people with
caring responsibilities or people with
a disability may work reduced weekly
hours. Where this is the case, the
duration of the apprenticeship will be
extended to take account of this.

Our YouTube channel has useful hints and tips on applying plus other videos on
apprenticeships, visit YouTube and search apprenticeships/NAS.

The time spent on off-the-job training
should be at least 20% and should be
included as part of working hours. The
employer must allow time to complete
the apprenticeship within the working
hours. If support is needed with English
and maths, the should also be within

How to apply?

Further Support

At any one time on Find an apprenticeship, in a variety of careers and industries
across England, there are between 12,000 - 20,000 apprenticeships vacancies online
available at gov.uk/apply-apprenticeship. You can search by keyword (job role,
occupation type or apprenticeship level) and by location. In addition, some employers
advertise vacancies on their website.

Additional financial support is available
for care leavers starting apprenticeships.
A £1,000 bursary is available to support
care leavers who are aged 16-24, this
will be paid directly to them in the first
year of the apprenticeships.

Contact the National Apprenticeship Helpdesk for further support on 0800 015 0400
or by email: nationalhelpdesk@findapprenticeship.service.gov.uk.

Once the right job comes up, simply register on the website and follow the step by
step instructions to apply for the role.

What is the role of the training provider?
The training provider has a key role to play in providing off-the-job training, assessing
progress towards achieving their qualifications and supporting you generally during
their apprenticeship. They work very closely with the employer to ensure that the
apprentice receives:

If you need help with you apprenticeship
application or professional advice
on making the right choices, visit:
nationalcareersservice.direct.gov.uk
for a web-chat with an adviser or call:
0800 100 900 (free from landlines and
mobiles).

–
–
–
–

an induction programme on starting
a detailed training plan (including on-the-job training)
regular progress reviews
opportunities to put into practice off-the-job learning so that they can achieve their
qualifications/requirements of the apprenticeship
– mentoring and general support throughout the apprenticeship
This will all be documented in a commitment statement that is part of the
Apprenticeship Agreement. This is an individual learning plan that the provider, the
employer and apprentice will all sign up to.
You can find out more about learner satisfaction with training organisations and
colleges by accessing the learner satisfaction survey results on the FE Choices pages
of GOV.UK.

Follow National Apprenticeship Service:
@Apprenticeships / @FireItUp_Apps
@fireitupapps
FireItUpApps
Visit apprenticeships.gov.uk or call 08000 150 400
NAS-P-170055 March 2019

The Apprenticeship Journey - Factsheet for Jobcentre Customers
Why take up an Apprenticeship?
What’s in it for Me?
Earn While You Learn
Don’t Rack Up (Tuition Fee) Debts
Get Practical, Relevant Experience & Training
Supported and Guided Throughout
Build Up Your CV - Get Real Experience
Get a Recognised, Relevant Qualification

Am I Eligible?
Anyone registered with Jobcentre
Plus can make an application for
an Apprenticeship - a real job for
real money
Ask your Work Coach for
more details

What sort of Apprenticeships are available?
Up to 25,000 opportunities are out there at any
one time, across a wide variety of jobs.
Find out what’s happening near you at:

You can find more
information and resources at:
https://www.gov.uk/apprenticeships-guide

https://www.findapprenticeship.service.gov.uk/apprenticeshipsearch

What do I do next?
Applications are online at the
Apprenticeships website.
Create a Personal Account and you
can set an alert for new opportunities
in your area if you can’t find the right
one straight away

Need some help?
You can download a really useful guide on
How to write a winning Apprenticeship
Application at:
https://www.gov.uk/government/uploads/system/uploads/
attachment_data/file/442593/How-to-write-winningapplication.pdf

You can get further information from the
National Careers Advice Service:
You can use the Personal Account to
track the progress of your
applications

If your application was unsuccessful
you can get additional advice and
support from the Apprenticeships
Helpdesk: you can either call them on
0800 150 400 or e-mail them at
national helpdesk@findapprenticeship.service.gov.uk

https://nationalcareersservice.direct.gov.uk/Pages/Home.aspx

They also regularly hold Webchats:
https://nationalcareersservice.direct.gov.uk/aboutus/contactus
/Pages/Webchat.aspx

and can be contacted directly on
0800 100 900

Still not sure an Apprenticeship is for
you?
Perhaps a Traineeship is the answer. Find
out more at: https://www.gov.uk/find-traineeship

1

COMMON BIOGRAPHICAL INTERVIEW QUESTIONS

Question
Tell me about yourself?
Why have you applied for this job?
What interests you about working
for our company?
What do you find most / least
attractive about this particular job?
How would you describe your own
personality?
What did you like / dislike about
our website?
Tell me about how your experience
to date relates to this job?
Tell me about how your skills relate
to this job and our company?

How could I answer?

2

What were your main
achievements at school/ college / in
your last job?
What were the most satisfying
aspects of your school subjects/
college course / last job?
What are your key personal
strengths?
What is your greatest weakness?
What are you doing to overcome
this?
What does equality and diversity
mean to you?
Tell me about your hobbies and
interests? How have these
developed you?
Why should I hire you?
What do you have to offer that
other applicants do not?

Tip: Start with ‘’ I am currently developing my skills in….. ( rather than ‘I am not very good at…’)

3

COMMON COMPETENCY BASED INTERVIEW QUESTIONS

Question
Circumstances
Tell me about a time
when you worked as
part of a successful
team?
Tell me about a time
when you resolved
conflict / a difficult
situation?
Tell me about a
problem you have dealt
with and how you
resolved it?
Tell me about a time
when you gave /
received excellent
customer service?

How could I answer ?
Action

Result

4

Question

How could I answer ?
Circumstances

Tell me about a time
when you have
exceeded a customer’s
/ a teacher’s
expectations?
Tell me about a time
when you have been
required to work
independently to
achieve something?
Tell me about a time
when it has been
essential you utilised
your own initiative?
Tell me about a time
when things have not
gone to plan? How did
you get back on track?

Action

Result

Video interview tips
(Adapted from source: https://www.reed.co.uk/career-advice/top-tips-for-video-interviews/)

The possibility of being invited to a video interview is on the rise, and this will either
fill you with fear of the unknown, relief that you won’t have to leave the comfort of
your house, or maybe even a bit of both. A video interview will have a large
amount of similarities to a regular face-to-face interview, but here are some
specific video interview tips to help you get started:
1. Prepare your surroundings
Make sure you choose a quiet space for the interview, and tidy the area so it looks
presentable. It’s always good to have a clear, uncluttered space to help you to
concentrate on the task at hand, and to remind you that you’re in a formal situation.
Also, get rid of any potentially embarrassing or offensive belongings lying around.
Your interviewer will be able to see more than you think, and the smallest distraction
in the background that you thought wasn’t in view could give too much away about
your personal life, or reflect badly on you.
Also plan and check the lighting angle from windows or lights and how this
affects your screen appearance. Usually best not to have direct light behind
you but rather in front or to the side- always check!
2. Look the part
Ultimately, a video interview is supposed to follow the same rules and format
as a face-to-face interview, so it’s a good idea to wear the same outfit you’d
wear if you were going to the workplace. Being professionally dressed will also
put you in the right mind-set, and stop you from falling into an overly comfortable
‘I’m at home in bed’ state.Since you will be sitting down, and expectedly, only
viewable from the waist up, it might be tempting to wear interview-appropriate
clothes on top and some kind of pyjamas on the bottom. But, as comfy as it sounds,
we do not recommend you do this. What if you have to get up? Or the cat decides
that now is the time for his amateur acrobatics, involving him jumping on the table
and knocking the camera focus downwards? Yeah, you know it could happen.
3. Avoid any potential interruptions
Switch off your phone, tell your friends you are busy, and so on.
Awkward interruptions that interfere with the smooth running of your interview are
best avoided as much as possible. You want an interviewer to see you are

serious about their role, so show you are prepared. Always turn off the TV,
music, and close other programmes on your computer. You might really need to
catch up on your Netflix binge watching that you often use as ‘background noise’, but
now is not the time. And finally, ensure those you live with are aware of your
interview timings so that they do not interrupt.
4. Look at the camera, not the screen
Eye contact is important in any kind of interview, but video calls make it a lot harder
to follow, because, where do you look? If you look directly at the interviewer on the
screen, it might feel like you’re giving good eye contact, but all they’ll see is you
looking down. Focus on looking directly at the camera instead, at least for the
most-part of the interview. Remember to smile and look as relaxed as possible
rather than tense. Make use of notes, but don’t rely on them too much
And…don’t use them as a script, or you’ll probably sound like a monotonous robot
with no natural feelings. And you won’t be able to look at the camera at the same
time.
5. Remember: body language is still a thing
Although you’re not in the same room as your interviewer physically, body language
remains important. Sit up straight, look attentive and enthusiastic. Be aware of
the limitations in sound quality and volume in this situation – you want your
interviewer to hear you clearly. Don’t cover your mouth, remain conscious of your
hand-to-face gestures, and try and keep your hands at bay in a safe place, such as
at rest on the desk. Sure, use hand movements to emphasise a point if it feels
natural, but don’t overdo it. You also shouldn’t force it just because you don’t know
what to do with your hands. Top tip: Hold a pen to occupy your hands if that stops
the random arm flailing.
6. Practice
Having a video interview trial run is not only important for gauging the best body
language and practising your answers, but also to test your equipment. Because let’s
face it, technology isn’t always the most trustworthy of things, and you never know
when it might decide to malfunction. Check the best angle for your camera/
laptop, the best height of your chair, and the speed of your connection. Because
no one can pull off the blurry, constantly freezing, pixelated look without looking like
part of a bad 80s arcade game.
Practise with friends or family beforehand so that they can give you honest
feedback!

Also see: https://theinterviewguys.com/video-interview-tips/
https://www.indeed.com/career-advice/interviewing/video-interview-guide

Good luck!

Useful CV websites

1. https://www.cvplaza.com/
See this website for hints, tips and examples of key phrases
The general advice is:

• 2 sides of A4 only
• Plain, black font in Word ( unless CV for Graphic
Designer role etc!)
• Step 1-5 below should be on the front page!
• Skills and Achievements may be inter- changeable
• Your CV should match the exact vacancy to which
you are applying

Getting started… See more examples for each section,
listed below, on CV Plaza:
Step 1: Personal details
Step 2: Personal profile statement
Step 3: Achievements
Step 4: Education i.e. GCSEs/ A Levels/ BTEC Level 3 etc.
Step 5: Employment ( or work experience if not previously in
paid work)
Step 6: Other Qualifications ( e.g. Music/ Sport/ Dance/ First
Aid
Step 7: Skills
Step 8: Hobbies
Step 9: References

2. National Careers Service
https://nationalcareers.service.gov.uk/get-a-job/cv-sections#CV-explained
How to start

Gather useful information like:
•
•
•
•
•
•
•

•

the job advert
the job description
a person specification
company details
your exact qualifications
details about your past school/ training/ employers
details about your past part- time jobs or volunteering
experience
evidence of any training courses you’ve completed

CV layout There are different CV styles, so use the one which best
matches the stage you’re at in your life or career. The main styles are:

traditional CV or chronological CV - list your work and
education history, starting with the most recent
• skills based or targeted CV - focuses on your job-related skills
and personal qualities
• technical CV - used in professions like IT and engineering and
puts your industry-specific skills first followed by the other
information
• creative CV - used in creative and digital arts and can link to an
online portfolio, contain video or infographics, or include digital
tools that make you stand out from the crowd
• academic CV - generally longer than a traditional or skills-based
CV and often used for teaching and research careers
Your finished document should be no more than 2 sides of A4
unless it’s an academic CV ( e.g. for roles in universities)
•

Higher Education ?
(For late UCAS applications please speak to
your academy’s Head of Sixth Form and/or
UCAS Co-ordinator in the first instance.)

For Open University research see:
https://www.open.ac.uk/

Courses include HE Certificates, HE Diplomas, in addition to
full degree courses. Course details and fees are outlined on
the OU website for each specific course.

Or…. Boost your CV with free online learning:
https://www.open.edu/openlearn/

Further Study options….
Further Education colleges offer a wide
range of courses such as:
• Management and Professional
Courses
• Part- time courses
• University Level courses ( Level 4/5/6 +)
• Online courses
Check tuition fees/ funding options/ age restrictions
e.g. Adult Learner courses generally require you to be
19+ on the 1st September. Alternatively, you may be
eligible for one year of free further study on a 16- 19
course. Seek further course information on the college
websites and funding advice from each college.
Just some examples….

A positive and caring learning community
Part of Tudor Grange Academies Trust

TGAK Sixth Form
Careers Information for College Leavers 2020
Careers Service includes:
• Job Search Techniques and Application advice
• CV update and review
• Apprenticeship Research and Advice
• Interview preparation/ mock interviews for jobs
• UCAS application support/ Clearing
• FE and HE College Course application support
*****You can contact the Careers Team for career guidance up to 12 months
after you have left *****

Jacqui Robinson

Helen Cunningham

Careers and Employability Leader

Careers Advisor

Tudor Grange Academy Kingshurst
Cooks Lane Birmingham B37 6NU
Tel: 0121 329 8300

Careers Advice Initial Contact Mobile: 07908 216 751
(Jacqui)
JRobinson@kingshurst.tgacademy.org.uk

