
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Apprenticeships Information and Guidance Booklet  

Please click on a link below to take you directly to the page of information you require.  We highly 
recommend you read the entire booklet to gain an overview of the entire process. 

 

ü Introduction  

ü How To Make A Winning Application  

ü Writing a CV  

ü How to Write a Cover Letter  

 

ü Invited for Interview?  

 

ü Interview Dress Code  

 

ü Writing to Request Work Experience  
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Introduction to Apprenticeships  
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Intermediate  
Completion time: roughly 12-18 months  

Qualification: QCF Diploma Level 2 (equivalent to five GCSEs 
at grade 4-9) 

Each apprenticeship will have 
different entry requirements: 
check these carefully; 
consider whether starting at a 
lower level and progressing 

upwards would work for you. R
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There is no one set 
time when all 
apprenticeship 

applications 
open/close so keep 

researching*  

Advanced  
Completion time: roughly 12-24 months  

Qualification: QCF Diploma Level 3 (equivalent to 
A Level or BTEC Level 3Extended Diploma) 

Combine practical 
training  with study  

90% of apprentices  
stay in employment  
when the scheme  

finishes  

Receive a wage  and 
have employment  

rights  

Designed  
by employers  and  

lead to careers  

Over 200  different 
varieties  available  

For each job, simply 
register on the 

relevant website and 
follow the 

instructions to apply. 

You provide: 
X Personal details 
X Qualifications 
X Employment/ 

WEX details 
X Written evidence 

of key skills 
 

  * It is likely that for jobs beginning in July ς September, applications will start opening from April/ May onwards. 

No need  
for a full statement  

but itΩǎ worth preparing 
written paragraphs 

evidencing key skills which 
you can edit to match  

each application.  
 

 

 
Degree  

                    Completion  
                  time: roughly  
                      1-6 years 

Qualification:  
 Level 6 Full University  

 Honours Degree  

Higher  
Completion time:  
roughly 1-3 years  

Qualification: QCF Diploma Level 4 
or 5 (equivalent to Higher National 
Certificate, Higher National Diploma     
            or Foundation Degree) 

Highly regarded   
by employers  

Each apprenticeship will have different 
entry requirements: 
check these carefully; 
consider whether starting at a lower 
level and progressing upwards would 
work for you. 

!ƭƭ {ǘΦ /ǊƛǎǇƛƴΩǎ ǎǘǳŘŜƴǘǎ ƛƴǘŜƴŘƛƴƎ ǘƻ 
apply to an apprenticeship must have 
signed up to gov.uk, completed a CV and 
written a cover letter (ready to adapt for 
each application) by 1st November 2021. 



 

 

 

How to Write a Winning Application  

by the National Apprenticeship Service  

 

 
Registering on Find an apprenticeship service is 
completely free of charge. 
 
To start your search you need to visit the website 
www.gov.uk/further-education-
skills/apprenticeships  
 
From the home page you can find out lots of useful 
information about apprenticeships. Click on ΨFind 
an apprenticeshipΩ as shown below. 
www.gov.uk/apply-apprenticeship 

Register and Activate Your Account  

You need to click on the link ΨŎǊŜŀǘŜ ŀŎŎƻǳƴǘΩ  
www.findapprenticeship.service.gov.uk/register 
 
Please use your personal email accounts as you 
may need to access this account once your school 
email account has been closed when you finish 
Year 13. 
 

Remember that you need to activate 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 a 
6-character code from the email to activate 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.  
 
 
 

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


 

 

 

 

 

 

 

Start Searching!  

You are now ready to log in to your account and 
start searching.  
 
 
Once your account is activated and you have logged 
on, you will see a search box and your account 
options on the top right of the screen. 
 
To start searching for vacancies, enter a key word 
(such as job role, occupation type) and your 
location, you can increase the radius. Select the 
apprenticeship level and click search. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Tip! 
If you are looking for inspiration try a postcode or 
location search to see what is in the area. 

 



 

 

 

 
If you click on the Browse tab you 
can also search by sector categories.   
When searching by category, select 
the broad area of work in which you 
are interested in and then, if you 
wish, you can narrow it down to the 
job role by 
clicking on the green browse button. 
This will bring up the category list 
along with the number of sub-
categories within that area of work. 
For example, in Business 
Administration and Law, job roles 
include Accounting, Sales and 
Telesales and Marketing. Don`t 
forget to Update results when 
selecting specific job roles. 
 
When you see the search results, this 
will include the vacancy title, the 
employers name, a short description 
about the vacancy including the 
closing date and a map showing you 
where the vacancy is and the 
distance it is from your selected location. 
 
 
 
 
 

 
 
Apply  
²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ŀǇǇƭȅ ŦƻǊ ŀ ǾŀŎŀƴŎȅΣ ŎƭƛŎƪ ƻƴǘƻ Apply for 
apprenticeship, this will take you to the application form for the 
vacancy selected. 
 
¸ƻǳ ǿƛƭƭ ǎŜŜ ΨȅƻǳǊ ŘŜǘŀƛƭǎΩ ŀǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŜƴǘŜǊŜŘΣ ŎƘŜŎƪ ǘƘŜǎŜ ŀǊŜ ŎƻǊǊŜŎǘ and if not update these in Settings. 
Then you will need to add (where employers have asked for more information):  

ü Your education details 

ü Qualifications 

ü Work experience details 

ü Three about you questions 

ü Two additional questions 

When you have completed all sections you can then click on Preview and 
Submit or Save draft at the bottom of the page.  
 
  

Tip! 
Check Find an Apprenticeship regularly 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. 

 



 

 

 

 

 

 

 

 

 
 
 
Education 
The second section of your application form asks you to input the last school 
or college that you attended.  
 
 
 
Qualifications 
The qualifications section enables you to enter all of the qualifications that 
you hold or are currently undertaking.  Remember to save each 
qualification. 
 
 

 
 
 
 
 
 
 
 
Work Experience 
This section enables you to enter all of your work experience, whether this is 
paid or unpaid work.  ²ƘŜƴ ȅƻǳ ǎǘŀǊǘ ǘȅǇƛƴƎ ƛƴ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ ΨƳŀƛƴ ŘǳǘƛŜǎΩ 
you will notice that a character count will appear underneath the box. You 
have 200 characters to describe the main duties that you completed. If you 
ŎŀƴΩǘ ǊŜƳŜƳōŜǊ ǘƘŜ ŜȄŀŎǘ ŘŀǘŜǎ ǘƘŜƴ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ approximate dates. 
 
 
 
 
 
 
 
 
 
 
 

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

Á CV 

Á Any practice application forms you have completed 

Á Certificates of achievements 

Remember to click save draft if you are not completing all of the application form at once.  
¸ƻǳ Ŏŀƴ ǊŜǘǳǊƴ ǘƻ ƛǘ ƭŀǘŜǊ ōȅ ƎƻƛƴƎ ƛƴǘƻ Ψaȅ !ǇǇƭƛŎŀǘƛƻƴΩ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ǿƘŜƴ ȅƻǳ ŀǊŜ ǊŜŀŘȅΦ 

 

Tip! 
Remember to include all of your predicted grades and any 
other qualifications or grades that you hold e.g. sport, 
ƳǳǎƛŎΣ ŘŀƴŎŜΣ ŘǊŀƳŀΣ 5ǳƪŜ ƻŦ 9ŘƛƴōǳǊƎƘΣ !ǎŘŀƴΣ {ǘ WƻƘƴΩǎ 
Ambulance etc. 

 

Tip! 
Practice writing your statement in a word document first, 
then you can cut and paste it into the box when you are 
happy with how it reads: 
Á Remember to check the spelling and punctuation 

Á Make sure you focus on tasks that you undertook 

that might be relevant to the types of jobs that 

you are applying for in the future. 

 



 

 

 

About You ς What are your strengths? 
 
 
 
 
 
 
 
 
 
 

This section is one of the most important parts of the 
Application Form that will help you to get through to 
interview. It is important to spend time and effort on this 
section of the application. 
 
For example, you could say something like this: 
ΨL ōŜƭƛŜǾŜ ǘƘŀǘ L ƘŀǾŜ ŜȄǘǊŜƳŜƭȅ ƎƻƻŘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎΦ L  
have given presentations in front of large audiences in whole 
year assemblies and I have also talked in front of groups in 
the classroom. As a 6th form Ambassador, I have 
been involved in open evenings where I have 
spoken to groups of parents and prospective 
students about my experience of the 6th form. 
I also have excellent written communication 
skills and I am ŎƻƴŦƛŘŜƴǘ ǎǇŜŀƪƛƴƎ ƻƴ ǘƘŜ ǘŜƭŜǇƘƻƴŜΩ. 
 
Or you could say something like this:  ΨL ŦŜŜƭ ǘƘŀǘ L ƘŀǾŜ ǾŜǊȅ ƎƻƻŘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎΦ !ǎ ŀ ƪŜŜƴ team member of 
a local football team, it is crucial that we communicate constantly when on the pitch to ensure that everyone can 
work together to win the game. I have been 
praised by the team captain for the way that 
I communicate effectively on the pitch, 
saying that I am calm, motivational aƴŘ ŦŀƛǊΩ. 
 
CƛƴŘƛƴƎ ŀƴŘ ǳǎƛƴƎ ΨōǳȊȊ ǿƻǊŘǎΩ 
The job advert needs to be the starting point 
ŦƻǊ ȅƻǳǊ ΨǎǘǊŜƴƎǘƘǎΩ ǎŜŎǘƛƻƴΦ .ȅ reading it 
carefully, you can start to identify the skills 
and attributes that the employer is looking 
for. The first place to look fƻǊ ǘƘŜ ΨōǳȊȊ 
ǿƻǊŘǎΩ ƛǎ ƛƴ ǘƘŜ ŀǇǇǊŜƴǘƛŎŜǎƘƛǇ ǎǳƳƳŀǊȅ 
within the job advert. This section will 
contain information about the kinds of tasks 
that you would be expected to complete.    
Have a look through the job advert and 
either print off and circle all of the buzz 
words or write them all down so you have a 
checklist of the kind of words you could try 
ŀƴŘ ƛƴŎƭǳŘŜ ƛƴ ǘƘŜ Ψ!ōƻǳǘ ¸ƻǳΩ {ŜŎǘƛƻƴ ƻŦ ǘƘŜ 
application form.   

Tip! 
Remember to give examples of your strengths 

if you can.  For example, if the employer asks 

ŦƻǊ ΨDƻƻŘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎΩ ǘƘŜƴ ȅƻǳ 

ƴŜŜŘ ǘƻ ǘŜƭƭ ǘƘŜƳ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ΨDƻƻŘ 

ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎΩ ōǳǘ ŀƭǎƻ ǘƘƛƴƪ ŀōƻǳǘ 

how you could back this up with evidence of 

these skills. 

Tip! 
If you are not sure about what to write  about 

yourself, ask a friend or teacher to list your 

three best qualities. 



 

 

 

 
The second place to look for 
ΨōǳȊȊ ǿƻǊŘǎΩ ƛǎ ǘƘŜ ǎŜŎǘƛƻƴǎ ŀǘ 
the bottom of the job advert 
that are titled Requirements 
and Prospects and Other 
information. Remember to try 
and include examples of your 
skills and personal qualities in 
your application.  

 
 
 
 
 
 
 
 

 
 
 
 
About you ς What skills would you like to improve during this apprenticeship?  
You only need to write a good paragraph of a few sentences that answer the 
question, but in a clever way and linked directly to the job that you are applying 
for. For example, if you were going for a job in the IT Industry you could say 
something like this:  
ΨL ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƛƳǇǊƻǾŜ Ƴȅ ƪƴƻǿƭŜŘƎŜ ŀƴŘ ŀǿŀǊŜƴŜǎǎ ƻŦ ǘƘŜ ƭŀǘŜǎǘ ǇǊƻƎǊŀƳƳƛƴƎ 
techniques being used in the workplace to increase efficiency and decrease costs to 
ǘƘŜ ŜƳǇƭƻȅŜǊΩ 
Or if you were going for a job in hairdressing you could say something like this: 
ΨL ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƛƳǇǊƻǾŜ Ƴȅ ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƘŜ ƭŀǘŜǎǘ ŎǳǘǘƛƴƎ ŀƴŘ ŎƻƭƻǳǊƛƴƎ 
techniques being used within the fashion industry and how these could be adapted 
to suit high street ŦŀǎƘƛƻƴ ǘǊŜƴŘǎΩ 
 
About you ς What are your hobbies and interests? 
Be careful about what you write in this section. You need to remember that the 
employer will use this section (and all of the application form) to start to create an 
impression of the kind of person that you are. It is quite likely that if you are invited 
for interview, that the employer will use ǘƘƛǎ ǎŜŎǘƛƻƴ ǘƻ ƘŜƭǇ ǘƻ ΨōǊŜŀƪ-the-ƛŎŜΩ ŀƴŘ 
make you feel more comfortable in your interview. They might start by asking you 
ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ Ψ{ƻ όȅƻǳǊ name), I notice from your application form that you are a 
interested in films. What was the last film that you saw and what did you like about 
ƛǘΚΩ 
 
 

Tips! 
Á If the employer is asking for GCSE grades A* - C and you did not achieve these grades, 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. 

Á Remember to print off or save a copy of the job advert as you will need it to prepare if you 

are invited for interview. 



 

 

 

 

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 about you 

 
I like talking to friends on BBM 

 
ΨL ǿƻƴŘŜǊ ƛŦ L ǿƻǳƭŘ ƴŜŜŘ ǘƻ ƪŜŜǇ ŀƴ ŜȅŜ ƻƴ ǘƘƛǎ ǇŜǊǎƻƴ ƛƴ ŎŀǎŜ ǘƘŜȅ 
ǳǎŜ ǿƻǊƪ ǘƛƳŜ ǘƻ ǘŀƭƪ ǘƻ ŦǊƛŜƴŘǎΩΦ 

I like to spend time on Facebook 

 
ΨhƘ ƎƻƻŘΣ ǘƘŜȅΩǾŜ Ǝƻǘ ŀ ŦŀŎŜōƻƻƪ account ς I can have a look and see 
ǿƘŀǘ ǘƘŜȅΩǊŜ ƭƛƪŜΩΦ 

I like playing football and keeping fit and healthy 

 
Ψ¢ƘŜȅ ƻōǾƛƻǳǎƭȅ ƭƛƪŜ ǘƻ ƪŜŜǇ Ŧƛǘ ŀƴŘ ƘŜŀƭǘƘȅΣ L ƘƻǇŜ ǘƘŀǘ ƳŜŀƴǎ ǘƘŜȅ 
will take less time off sick through ill-health and be a more reliable 
emploȅŜŜΩΦ 

I like going out and socialising 

 
Ψ¢Ƙƛǎ ǇŜǊǎƻƴ ƭƛƪŜǎ ǘƻ ǇŀǊǘȅΦ ¢ƘŜȅΨƭƭ ǇǊƻōŀōƭȅ ǇƘƻƴŜ ƛƴ ǎƛŎƪ ŜǾŜǊȅ 
aƻƴŘŀȅΩΦ 

 
About you ς Is there anything we can do to support your interview? 
Even if you do not require any support at interview, you should never leave this box blank.  It is acceptable to write 
Ψbƻ ǘƘŀƴƪ ȅƻǳΩ ƻǊ Ψbƻǘ ŀǇǇƭƛŎŀōƭŜΩ ōǳǘ ƴŜǾŜǊ ƭŜŀǾŜ this (or any other box) blank on the application form. This is 
because the employer will not know if you have chosen not to answer or if you have accidentally missed it. This rule 
applies to every different type of job application that you may find yourself completing ς not just apprenticeships. 
 
Additional Employer Questions 
²ƛǘƘ ŜǾŜǊȅ Ƨƻō ŀǇǇƭƛŎŀǘƛƻƴ ǘƘŀǘ ǳǎŜǎ ΨCƛƴŘ ŀƴ ŀǇǇǊŜƴǘƛŎŜǎƘƛǇΩ ŦƻǊƳΣ ǘƘŜ employer is only allowed to change one thing, 
the rest of the form has to stay the same.  The only thing that they may change is to ask you two questions that are 
relevant to their job application. They will be displayed at the bottom of the application form and will look 
something like this: 
 
You do need to answer these questions and you need to think 
about the job advert, the employer and what you can tell them 
that might make you stand out from other applicants.  You 
should research their company through the internet so that 
you can tell them something interesting about your future 
career plans in 
that industry. 
 
hǘƘŜǊ ǘȅǇƛŎŀƭ Ψ9ƳǇƭƻȅŜǊΩ ǉǳŜǎǘƛƻƴǎ ǘƘŀǘ ȅƻǳ ƳƛƎƘǘ ǎŜŜ ŎƻǳƭŘ 
include: 
ς Why do you feel you are a suitable candidate for this role? 
ς Why are you interested in completing an apprenticeship? 
ς Where do you see yourself in 5 years time? 
ς What experience of dealing with customers do you have? 
ς What qualities do you think are important in this job role? 
ς What do you think makes the difference between a good 
customer experience and an excellent one?

Tips! 
Á If you have an interesting or unique hobby/interest then include it in this section, but be 

careful about over-ŜƳōŜƭƭƛǎƘƛƴƎ ƻǊ ΨƳŀƪƛƴƎ ǳǇΩ ŀ Ƙƻōōȅ ŀǎ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ōŜ ŎŀǳƎƘǘ ƻǳǘ ƛŦ 

you are asked about it at interview. 

Á Try to include hobbies or interests that are current, telling the employer that you were in the 

Brownies when you were 8 years old is not very relevant. 
















