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Introduction to Apprenticeships
]
i
Combine practical

training with study Designed
by employers and
lead to careers

roughly
1-6 years

Level 6 FulUniversity
Honours Degree

roughly1-3 years Over 200 different i
QCF Diploma Level 4 “varieties available Sl S s

or 5 (equivalent to Higher National Staﬁ’ in S‘mP'Or)]’ment
Certificate, Higher National Diplome when the scheme

finish
or Foundation Degrge inishes
roughly12-24 months
QCF Diploma Level(@quivalent to ' Receive a wage and
A Level or BTEC Level 3Extended ma)lo have er:"mfs)yment
g Highly regarded

by employers
roughly12-18 months
QCF Diploma Level(quivalent to five GCSE:
at grade 49)

Each apprenticeship will hawifferent
Search for apprenticeships using: entry requirements
checkthese carefully;
considerwhether starting at a lower

& Gov.uk UNIifrog
level and progressing upwards would

Attend National Apprenticeship Service Careers Events and work for you.
other events/ fairs hosted by employers.

k)
E\
4

A

g
ue
it 1

LEt {Gd / NRALAY Q&
apply to an apprenticeship must have
signed up to gov.uk, completed a CV ai
written a cover letter (ready to adapt for
each application) b$* November 2021.

Research

Contact companies directly to find out more information
about what they are looking for and whether the role is
suited for you. Seek out possible WEX opportunities in person
or online to enrich your CV.

No need
for a full statement

You provide:
X Personal details

There isno one set For each jobsimpl

time when aI_I registeron the X Qualifications but it_Q\&orth preparing
appre.ntlc.esh|p relevant website and X Employment/ .erttgn Qaragra_ghs.

applications follow the WEX details evidencing kgy skilishic
open/closeso keep instructionsto apply. X Written evidence you can edit to matc

researching each application

of key skills

*Itis likely that for jobs beginning in Jaleptember, applications will start opening from April/ May onwards

RETURN TO CONTENTS PAGE




How to Write a Winning Application

by the National Apprenticeship Service
Register and Activate Your Account

Registering on Find an apprenticeship service is
completely free of charge.

To start your searckiou need to visit the website
www.gov.uk/furthereducation
skills/apprenticeships

From the home page you can find out lots of use
information about apprenticeships. Click &find
an apprenticeshi@as shown below.
www.gov.uk/apply-apprenticeship

You need to click on the itkKONB I G S | O
www.findapprenticeship.service.gov.uk/reqister

Please usgour personal email accounts as you
may need to access this account once your schot
email account has been closed when you finish
Year 13.

Remember that you need tactivate your account.

You will need to go into your email account (that
you used in your registration form) and you will
have an email waiting for you. You need to enter :
6-character code from the email tactivate your
account.

You may need to check your junk mail folder as
sometimes the activation email may be filtered to
this folder instead of your inbox.
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= Subscribe to email alerts

Further education and skills
Apprenticeships

.....

See latest changes to this content

and Dag

Be an appren!ice Become an apprentice

Find an apprenticeship
Traineeships z Traineeships programme

Find a traineeship
Employers and training Employ an apprentice

organisations Build an apprenticeship programme: large employers

Build an apprenticeship programme: small to medium sized
employers

TR -

@ GOV.UK

Homa - Edycition und kammng 5

Find an apprenticeship Apprenticeships, 14 fo 19

education and training for
work

Smarch the find an sparsnliceshiz service o for 2pprentice ships in .
Englond. BeCoe s spmentice

! Firel & brgingeship
You don't nesd an account to ssarch,

Morm

Create an account

You need to create an accouni o to: Elsewhere on the web

N e w1 yur Eppscation &
» appl nticeships
+ gel et alerls aboul new apprentceships and your
.
» track your applications

Log in te your account

You nead your amail address and peesword (e g in o

@ GOV.UK Find an apprenticeship

Activate your account

Anemail has been sent to Lynigan@icloud.com. It'll contain a
G-character code that you'll need to activate your account.

Activalion code

Resend code

Activate account

You must activate your account within 30 days of receiving
your activation code. After 30 days your account will be
deleted and you'll need to register again.



http://www.gov.uk/further-education-skills/apprenticeships
http://www.gov.uk/further-education-skills/apprenticeships
www.gov.uk/apply-apprenticeship
http://www.findapprenticeship.service.gov.uk/register
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Sign in

Start Searching!

You are now ready to log in to your account and I
. Stgn in or create an account.
start searching

Email address
Once youraccount is activated and you have logg

on, you will see a search box and your account
options on the top right of the screen.

~

Password

| can't access my account
To start searching for vacancies, enter a key wolc
(such as job role, occupation type) and your
location, you can increase thiadius. Select the
apprenticeship level and click search.

Find an apprenticeship

John Brown Sgn oul

My sppicalions  Setlngs

Find an apprenticeship

Search and apply for an apprenticaship in England

Help

Search Browse Saved searches

How 10 search for an
apprenticesnip
Can inchucse job litle, employer or reference number {interactive walkthrough)

Keywords (optional)

All |vi|
0800 015 0400
) Contact us
Yeour location
Enter posicoge, town or City of use current iecation About apprenticeships
SE12 8RB Find a frainseship

\Within Apprenticeship level
Smiles v Anlevers V|

Tip!
If you are looking for inspiration try a postcode ¢

location search to see what is in the area
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If you click on thérowsetab you

can also search by sector categories | Search results
When SeaI’Ching by Category, Se|eCt We've found 3 apprenticeships in your selecled area

the broad area of work in which you Receive alers for this search
areinterested in and then, if you
wish, you can narrow it down to the Edit search » Loreless deta Sortresults ostance |
job role by Agocuue, Hoficuue n Al Marketing Apprentice
clicking on the green browse button. |« s weds s pubssting 3
This will bring p the category list 19 sub il e
. gp gory O] Advericing & Marketing tahdon m@«-—.
alongwith the number ofsub- Camemuricaens (1) »
. . . | Automative Clay Modedin
categorieswithin that area of work. e e
For example, iBusiness = sl
-xample, , | Brosdeaci Technokooy (0 Digital Marketing Apprentice

Administration and Law, job roles ;;Z”;“m:‘:ﬁ';“v:f;bm
include Accounting, Sales and ) G an Yoo Rols yLBndon = omnap,
Telesales and Marketing. Don't ) Gretive nd it e B8
forget to Update resultsvhen ) éL»m-;m?omwe Ve ) SRR A

. ap . operations (0) i
selectingspecific pb roles. 1 Dasign (0)

| Digial Leaming Design () Creative and Digital Media Apprentice
} | Interactive D&am and
When you see the search results, thi o o
. . . s v + o]

will include the vacancy title, the ) Lie Evente end Prometion L e Q)
employers name, a short description Ty B o
about the vacancy including the Y iy, A
closingdate and a map showing you S

where the vacancy is and the
distance it is fronyour selected locabn.

Tip!
CheckFind an Apprenticeshipegularly as new vacancies are posted daily. This will

give you the best chance of being one of the first applicants and prevent you from
missing out on a great opportunity before the closing date.

Apply S . ,
2 KSYy @2dzQNBX NBIF R& (2 IApjlyfod F2N (
apprenticeshipthis will take you to the application form for the
vacancy selected.

,2dz gAff aSS we2dzNJ RSGF AT AQ I NB ard daioRupdaté thed inSéttdgs.S y G S N
Then you will need to ad@ivhere employers have asked for more information)
U Your education details

U Qualifications

U Work experience details

U Three about you questions
U Two additional questions

When you have completed all sections you cagntllickon Preview and . ,
Submit or Save draét the bottom of the page. Preview and submit




Tip!
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Before you start, make sure you have to hand anything that might help you such as your
A UCAS Personal Statement
A cv

A Any practice application forms you have completed
A Certificates of achievements

Remember to click save draft if you are not completing all of the application form at once

,2dz Oy NBUdzZNYy G2 Al

Education
The secondection of your application form asks you to input the last schc
or college that you attended.

Quialifications

The gqualifications section enables you to enter all of the qualifications th
you hold or are currently undertakindRemember to save each
qualification.

Tip!

Remember to include all of your predicted grades and ar
other qualifications or grades that you hold e.g. sport,
YdzaA Oz RIyOSzE RNIYlIX 54dz1 S
Ambulance etc.

fFdSNJ

68 3J2Ay3I Ay

Education

Name of most recant sehool or collage

Years attended

Slarled Finished

Qualifications

Do you have any qualifications?

If you don't know your results yet, enter your predicted grades.
These are grades your teacher expects you to get

® Yes © No

Type of qualification Year

M

Select from list

Subject

Grade

LI Predicted?

Save this qualification

Work Experience

This section enables you to enter all of your work experience, whether this
paid orunpaidwork? KSy @&2dz aidlF NI GeLAy3 Ay
you will notice that aharacter count will appear underneath the box. You
have 200 chaacters todescribe the main duties that you completdélyou

Oy Qi NBYSYdo SN GKS SEI OappréximatSdatesi K

Tip!

Practice writing your statement in a word document first
then you can cut and paste it into the box when ya
happy with how it reads:

A Remember to check the spelling and punctuatiol
Make sure you focus on tasks that you undertoo
that might be relevant to the types of jobs that
you are applying for in the future.

A
A

Work experience I

Dt e D &Ny wiork aiparience?

Piaase include any work, whethar paid ar voluntary

* Yes
Employer
Job itk

Main dutias

Slariad

dan v

Current
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About Youg What are yourstrengths?

About you
Tip!

Remember to give examples of your strengt
if you can. For example, if the employer ask
F2NJ WD22R 02YYdzyA Ol (

» Help with this section

What are your main strengths?

Pleaso provids examples of when you've demanstrated your
strengtns

YySSR (2 GStt GKSY
O2YYdzy AOF A2y &l Aff
how you could back thigp with evidence of
these skills.

What skills would you like to improve during this apprenticeship?

Think of whal your main dutics would be and whether tnere ar
Skilis you'd ke to develop

This section is one of the most important parts of the
Application Form thawill help you to get through to Vit e your hoboies and inferests?

interview. It is important to spend time and effort on this ksl kel i
section of the application.

For exampleyou could say something like this: i g e coi o St e

_ A A oA 7 7 z A AN s For example, do you need a signer, information in brailie. R “
WL 0StASOS UKIFIO L KIS SEU ’ YEEO A2
have given presentations in froof large audiences in whole 0 Yes

year assemblies and | have also talked in front of groups ir
the classroom. As a 6th form Ambassador, | have

been involved iopen evenings where | have Tip! _
spoken to groups of parents amilospective If you are not sure about what to write about
students about my experience the 6th form. yourself, ask a friend or teacher to list your

| also have excellent written communication three best qualities.
skilsand lan®2 y FTARSY G & LISE { Ay 3 :

Or you could say something likethi)L. F¥SSt GKIFIG L KIF @S @GSNE teard @dadhbeddl Y Y d:
a local football teamit is crucial that weommunicate constantly when on the pitch to ensure thaeryone can

work together to win the game. | have been
praised by the team captain for the way tha
| communicateeffectively on the pitch,
saying that | am calm, motivationa) R~ F | | weekiy wage

Apprenticeship summary

At MTR you will work as the office admirestratar dealing with al

£ 150,00 cuStomer guenas aither vin telephone or foce ta fecs as wall as

o o o witing repors and aftanding cliant mastings, This & a fun offics

CA )/ RA )/ 3 § )/ R dza A )/ 3 W (| Working week Bt smyingnment whare na b days will ver bs the wams with
. . . B 15am in 5:d5am (375 bours welir wide varied job role. W pou amﬁ:r. crganised and l:mﬁdﬂb
The JOb advert needs to be the Startlng POIN | over & days) then apply now for this role and kick start your career wih TR
F 2 NJ é 2 dZNJ W é l:l N[&w@ L"t K é_ | PR —— Belorw are same of the roles you il carry out:
carefully, you can start to identify the skills | 2#mens s e Sy
. . . = Mesting and gresting vishar wha aref the afics

and attributes that theemployer is looking Possible start date « \riing up reparts
for. The first place to lookf NJ G K §  w| =" "} + Aftarting client mesings if nd when required
, . . < A + Angwering rarmal and sclamal telsphona calls
g2NRaQ Aa A y uKsS § B einys 0% Eicaing ared dealng Wi allq:,-enﬂﬁ_mﬁl_l::_lﬁ_ﬂli_".?

“E;!__E«Ldﬂ'lg on the iErlle_{:‘-"
+ Using the inbermal diary and comgputes systemn

Wlthln_ th.e job adyert. This sectlpn will Agprenticeship el
contain information about the kinds #&sks Intarrmocinte Lavel ARRTUIcRshin | ey Lol and et o clonts
that you would be expected to complete. Referance numisr - Seanting, pritling ané photocapying docamerts
Have a look through the job advert and VAED0S221 14 [ o sy o e
R X X ganising, inputting and reporiing dats on ta the company

either print off and circle all ahe buzz aystam

d . h II d h = Flbreg aveay and malntanr.g_:ntur.aldm:'nnrd_n
words or write t em all down so you have a « Gontiucusly providingEEalent cuslorer erEE>
checklist of the kind of words you could try
IyR Ay.ot dZRS Ay’ UKS lT; vV o ucu ,LUI_A‘ I\J\JUI\L_Y e 1 u I\ v
application form.
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The second place to look for

wodz | 62NRaQ A | Requirements and prospects
the bottom of thejob advert
that are titled Requirements Desirad skills CA——
and PrOSpeCtS and Other W aré laaking Mo applications fram indhvaluals whe Full ime pasilian Saf the righl apgmnbics
H H haun the dnllmaing akile-
mfor_matlon. Remember to try - Yous o o buEonTiceTand e he abitty o Things w0 coneldar
and include examples of your o inde pendantwihaut the need for cise f:an you beaved there® Blsase check links beiow
i it H Ul Ren il ey Iraven livss infal O sy & idiract infe
skills and personal qualities in + Gommunisation sl sre il in thi. el + This rule fwvoires Inkirg witibothinsnmland.
your application. wucasihul appicants wil befiell spobefwih & clead  yupgmal cughornies, iU must ba cenfidie whan daaling
and prodessional ialephone manper, with propie at all levels
» igaa prel havaGasd e managamant sl yeu + Thia roka mary inveive unscciabia hours — pou st
musi lbe & punchual persan and be an time for work herwe m flmabls sppmoach o your wark
and any mawing + Teawad costs wil ba incured 1o gl 4o wok, and io
acoess the training
WURIMCMIONE NequUIrea W ou must hava 3 cuskomer facisoed appreach shilsn
Mo formal qualiScatons naquinad, handing & arge volume of quenes

Tips!

A If the employer is asking for GCSE grades@4nd you did not achieve thegedes, it
could still be worth applying for the job. You would need to say that you were willing to
work towards achieving Functional Skills within the duration of the apprenticeship

framework.
A Remember to print off or save a copy of the job advert@swill need it to prepare if you
are invited for interview.

About youg¢ What skills would you like to improve during this apprenticeship? About you
You only need to write a good paragraph of a few sentencesahswer the
guestion, but in a clever way atidked directly to the jolihat you are applying nemp
for. For example, if you were going for a jolihie IT Industry you could say
something like this:

What skils would you ke to imprave during tis apprenticeship?

WL g2dzZ R tA1S (G2 AYLINROGS Yeé (y26ftSF| .

techniques being used indlworkplace to increase efficiency and decrease cost z

GKS SYLX 228 SND e e

Or if you were going for a job in hairdressing you couldssayething like this:

WL g2dzZ R tA1S (G2 AYLNROGS Yeé (y26fSF ]
techniques being used withihe fashion industry and how these could be adapte | e
tosuithighstreefF I a KA 2y GNBYRA&Q w [ ]

About youg¢ What are your hobbies and interests? Aboutyou

Be careful about what you write in this section. You need to rememberttizat

employer will use this section (aradl of the application form) to start toreate an
impression of the kind of person that you ateis quite likely that if you are invited
for interview, that the employer willusé KA & & SO0 A 2 y-thair20 K5 f
make you feel more comfortablinyour interview. They might start by asking you
a2YSUKAY3 haing)3 notitg om gadirzapphthtion form that you are a
interested in filmsWhat was the last film that you saw and what did you like abo
AlGKQ

(7))
Qx¢
Qx

(7))
ax
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Tips!

A If you have an imresting or unique hobby/interest then include it in this section, but be
carefulaboutoveS Y6 St f AaKAY 3 2N WYl {Ay3 dzLJQ | K

you are asked about it at interview.
A Try to include hobbies or interests that arerrent, telling the employer that you were in the
Brownies when you were 8 years old is not very relevant.

Remember to think about what you write and what it says about you. For example:

Your hobby or interest What it might make an employer think abduou

I like talking to frienden BBM WL ¢g2yRSNIAF L g2dx R ySSR (2 |
dzaS ¢2NJ] GAYS G2 Grt1 G2 FNRS)

I like to spend timen Facebook WhK 322RI (KSeéead@sicEanhave aldok dbEsed

gKIG GKS@QNB tA1SQo

| like playing footbatind keeping fit andealthy | W¢ KS& 20 @A 2dzat e tA1S G2 1SSLI 1
will take less time off sick through-ilealth and be a more reliable
emple@ SSQo

I like going out andocialising We¢KAE LISNER2Y fA1Sa (G2 LI NIe&od (
az2yRlI&Qo

About youc Is there anything we can do to support your interview?

Even if you do not require any support at interview, you should neaaretthis box blank.It is acceptable to write
Wh2 GKFIY1l @2dzQ 2 NJ Wb 2his (or dnjdthar ©dx)dblark on the dpplicalich ®BNINThis IS | &S
because theemployer will not know if you have chosen not to answer or if you leegdentally missed it. This rile
applies to every different type of jodpplication that you may find yourself completiggot just apprenticeships.

Additional Employer Questions

2 A0K SOSNE 220 | LILX AOIGA2Yy G Kénploydrdssrly alB\@etl 16 Bharigg/one thisigINI
the rest of the form has tgstay the same.The only thing that they may change is to ask you two questions tha are
relevant to their job application. They will be displayed at the bottom ofapglication fam and will look

something like this:

You do need to answer these questions and you need to think
aboutthe job advert, the employer and what you can tell them
that mightmake you stand out from other applicant§ou

should research their company throughe internet so that
youcan tell them something interesting about your future
career plans in

that industry.

hiKSNJ GEBLIAOFE WOYLX 28SNXID ljdzSaidAazya (GKFG @2dz YAIKG a
include:

¢ Why do you feel you are a suitable candidate for this role?

¢ Why areyou interested in completing an apprenticeship?

¢ Where do you see yourself in 5 years time?

¢ What experience of dealing with customers do you have?

¢ What qualities do you think are important in this job role?

¢ What do you think makes the difference baten a good

customer experience and an excellent one?
























