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1. Create a Gov.uk apprenticeship account

o Go to: https://www.gov.uk/apply-apprenticeship

e C(Click on ‘create an account’

Find an apprenticeship

Find an apprenticeship in England.

You can apply for apprenticeships in Scotland, Northern Ireland and

Wales.

You can also:

* signinto your account

™ . create an account to manage your applications and get alerts about new
apprenticeships

Contact

National Apprenticeship Helpdesk
nationalhelpdesk@findapprenticeship.service.gov.uk
Telephone: 0800 015 0400

Find out about call charges

Related content

Become an apprentice

Find a traineeship

Explore the topic

Findingajob

Apprenticeships, 14 to 19 education and
training for work

Apprenticeships

Elsewhere on the web

Help with your application

e Enter your details

Create an account

Your details

First name

Last name

Date of birth

Day Month Year

CIIC ]

Contact details

Enter your postcode or start typing address



https://www.gov.uk/apply-apprenticeship

e Select both boxes ('I'd like to receive the latest careers news and updates’ and
‘I accept the terms and conditions’)
e Click ‘Create account’

Create password
Requires upper and lowercase letters, a number and at least 8 characters

Password strength:

Confirm password

I'd like to receive the latest careers news and updates

/]

== | accept the terms and conditions

— =

¢ You will receive an activation code to the email address that you used to
create the account, enter this code into the ‘Activation code’ box

Activate your account

An email has been sent to klarbeydouglas@cambourneve.org. It'll contain a
G-character code that you'll need to activate your account.

Activation code

—\

Activate account Resend code

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.




¢ You can then choose to answer the following questions and click save and
continue, or you can choose to skip them

candidates

[eeeer W

P Why are we asking all these questions?

—~ -

e Your account has now been created




Search for an apprenticeship

e Once signed in, go to ‘My applications’
e Click in ‘Find an apprenticeship’

My applications

Your application history is currently empty. This is because you
haven't submitted or saved any apprenticeship applications yet.

Once you start, applications will be recorded and you’ll be able to
track your progress.

‘ Find an apprenticeship




Select ‘All' from the dropdown, or you can search by Keyword according to
the other dropdown options (Job title, Description, Employer or Ref number)
Enter your postcode

Select the distance that you can travel from home from the ‘Within’ drop
down box.

Select ‘All levels’ from the ‘Apprenticeship level’ drop down box

Click 'Search’

[

Find an apprenticeship

Search and apply for an apprenticeship in England

Search | Browse Saved searches

Keywords (optional)
Can include job title, employer or reference number

All v

Your location
E"I'.E’ :)DS'.CC)II|€. ToWn or -C".}" or use current loca‘.'on

|C8236FR

Within

10 miles

Apprenticeship level

——+—

All levels v

Only show

|:| Disability Confident
~

Reset search options




Searchresults

We've found B apprenticeships in your selected area.

We've also found 24 apprenticeships with positions elsewhere in England.

A B . :
L\ Receive alerts for this search

Edit search

Keywords (optional)

- Refine search- v

Your location

CB236FR

Use current location
Within

Apprenticeship level

| Alllevels v |

Only show

D Disability Confident
Update results

Start again

» Morefless detail

Business and Administration Apprentice Tr

South Cambri

Are you locking for a career in local government? Are you passionate about
helping people? Then this business and administration apprenticeship is
perfect for you! Learn from our staff whilst doing something that really
matters, apply now!

Distance: 0.2 miles » lourney time Open map
Closing date: 31 Dec 2018
Possible start date: 03 Jan 2019 '

Viap fmin £301 8 Gege
Apprentice Office Administrator i

Come and join our busy receptionfadministration team . We are a supportive
team able to provide excellent mentoring in a diverse community schoaol. The
role can be challenging at times but brings with it varied and changeable
duties, making no two days the same. You would be given supported study
time and earn money whilst you learn.

Distance: 1.3 miles » Journey time

Closing date: 29 Jan 2012
Possible start date: 02 Feb 2019

Open map

You will now see a number of available apprenticeships that you can apply for.

Click into them to read: the description, the summary, the requirements and
prospects, the information about the employer and training provider, as well as
the employer application instructions.

Pay attention to: the application closing date, the apprenticeship level, the desired
qualifications, the desired skills and personal qualities outlined by the employer
and the information provided about the employer.

It always worth visiting the employer website to learn more about what they do.
Consider how you would feel working in that establishment? What you could learn?
Does the nature of what the company does interest you?




Applying for an Apprenticeship

Please come and speak to Miss Boyns or Miss Larbey- Douglas in the
careers office before you apply for an apprenticeship.

Application type 1 - applying through gov.uk

e Once you have decided that you would like to apply for an apprenticeship,
click on the green ‘Apply for apprenticeship’ button at the top of the page

Apprentice Office
Administrator

The Vine Inter-Church Primary School

Come and join our busy reception/administration team . We are a supportive
team able to provide excellent mentoring in a diverse community schoal. The
role can be challenging at times but brings with it varied and changeable
duties, making no two days the same. You would be given supported study
time and earn money whilst you learn.

Apprenticeship summary

Weekly wage Wacancy Description
£120.25 i
» Working front of house to support the school community — parents/carers,
» Wages explained pupils and staff with all enguires and requests
*  Answering the telephone, welcoming visitors
Working week »  Staff/visitor hospitality
815-315-6.5hours (*zlunch) * Data entry, photocopying, scanning and shredding

Monday to Friday » Filing and collating information

Total haurs per week: 32.50

Expected duration s Taking minutes at meetings
22 months * Updating records
» Some finance related tasks
Possible start date s Taking deliveries, messages etc. to classrooms
02Feb 2019 * Helping with school events e.g. photos, sperts day etc.
Date posted * Ad hoc duties requested by senior leadership team
7 days ago
Distance

1.3 miles

» Updating office systems, paper and computer

Return to search results

17 Save for later
&= Print this page

Apply for apprenticeship /

Clozing dzte: 29 Jan 2019




e When you click on this box, questions will appear further down the page.
Answer all of these questions.

If a questions asks you to provide an example, make sure that you provide one!

Questions that require an example may not always start with “Give me an

example...”

As a general rule, if the question starts with “Tell me about a time...”, “Describe a
situation...” or “Describe a time...” you need to provide a an example.

It can sometimes be difficult to pin point relevant examples - try to think about:

Activities, events or courses that you have been involved in throughout
school.

Any extracurricular/volunteering activities that you have participated in.
Everything that you do in a typical day.

Any situations that are particularly memorable to you.

Responsibilities that you have (at home/school/part time job/club).

When providing examples as part of an application, it is important to:

Clearly describe the Situation (what was happening at the time, what
was the scenario?)

Describe the Task (what was it that you needed to do)

Explain the Action that you took to achieve the task (how did you get the
task done, what methods did you use? What skills, personal strengths
and knowledge did you call on)

Describe the Result what was the outcome? What changed for the
better?)

This is called the STAR technique.

Example:

Question: Describe a time where you have successfully lead a team




Answer: [situation] | was the captain of the football team whilst at
school, during an important match we were down by two goals and
there was low morale in the team. [task] My task as a team member and
team captain was to not only do well in the match, but to also encourage
teamwork and boost morale. [action] | used positive language,
encouraged clear communication and showed appreciation for each
team members’ effort and contribution. [result] The result was a growth
in team spirit, an improvement in how we worked together as a team
and we went on to finish the match on a draw.

If there is a question that asks what you would do in a particular hypothetical
situation, and you are unsure, try and imagine yourself in that situation. Think
about all the possible decisions and actions that you could take and consider what
the potential outcomes might be. Weigh up the pros and cons, and then describe
what you would do.

If there is a question that tests you on your knowledge e.g. “what is your
understanding of...?"” and you are unsure, research the topic before answering.
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Once you have answered all of the questions, go back over them and check

them for spelling mistakes and correct grammar, then click save and
continue.

Do you have a learning difficulty, disability or health problem?

O Yes
®
O Prefer not to say

Is there anything we can do to support your interview?

For example, do you need a signer or information in braille

O Yes @ No

\ Save and continue Save

Last saved at 12:30:27 PM an 7/12/2018 to my epplications

On the next page you will be able to review your application — check
everything is correct. If it is ready to be submitted, click the box and then
select ‘Submit application.” You cannot make any changes to your
application once it has been submitted.
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[

[

Submit your application

Before you submit your application make sure you:

* ask someone to check your application for mistakes
s check your answers are relevant to the apprenticeship

* are able to get to the apprenticeship location easily

- | have checked my application and understand | won't be able to make
any changes once it has been submitted

~> Submit application

Last zaved at12:36:40 PM on 7A2/2018 to my applications
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Application type 2 — applying directly to the employer/ through an
external organisation

e Once you have decided that you would like to apply for an apprenticeship,
click on the ‘Apply now’ link at the top of the page, this will take you to a
separate website to complete your application.

BUSiness and Administration Return to search results

7 Save for later
Apprentice & Print this page

South Cambridgeshire Dist Cncl

Are you looking for a career in local government? Are you passionate about This apprenticeship requires you to

helping people? Then this business and edministration apprenticeship is apply through the employer's

perfect far you! Learn from our staff whilst doing something that really website.

matters, apply now! /
Apply now

Closing date: 31 Dec 2013

Apprenticeship summary

Weekly wage You will be working within property services in the asset management team,
£265.29 providing admin support to various teams that manage the maintenance and
improvement works to over 5,750 council homes.

Working week
We h r iti roi ci ity of "
Monday to Friday 37 hours per week. :'.e gveatn:L:nlfuf cfexc tlr_'lg ::uﬂ::ujects,l:inh?F?nfg the q_.a_Lhr 0' t"nan,r_cfour
Shifts/times TBC. ousing stock, thus improving the guality of life for many of our tenants.
Total hours per week: 37.00 The successful candidates roles and responsibilities will include but may not
. be limited to the following:
Expected duration
18 manths s assist the asset management co-ordinator by organising meetings,
agendas, minutes, and chasing up actions for project team meetings
Possible start date * provide an efficient information service including inputting/processing
03 Jan 2019 datz, documents, and meszages for the asset management team
* accompany surveyors/housing offices and other team members on their
Date posted site visits to gain an understanding of the various roles and projects in
05 Mov 2018 housing
Distance * provide an efﬁci?nt and courteous fir_stl point of contact dealing with
telephone, e-mail, and personal enquiries
0.2 miles

s assist in the provision of statistical information
il R R e T == SR R SR




2. Go to: https://www.indeed.co.uk/

what where

job fitle, keywords, or company city or postcode

/‘fndeed | | Cambourne

Upload your CV - It only takes a few seconds

Employers: Post a job - Your next hire is here

Recommended Jobs
Recent Searches

Photography Assistant - Cambourne

Cookies help us deliver our services. Our cookie policy
describes how we use cookies and how to disable them.
Leam more - OK

e Type ‘apprenticeship’ into the ‘what’ search box
e Type the desired location into the ‘where’ box
e Select ‘Find Jobs'
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@ Find Jobs

clear

¢ You will then see a list of available apprenticeship opportunities



https://www.indeed.co.uk/

J4.Jobs Company Reviews Find Salaries Find CVs Employers / Post Job

What Where
/: d I Job title, keywords, or company city or postcode
I n ee apprenticeship Q Cambourne
apprenticesnip jobs in Cambourne Upload your CV and easily apply to jobs from Fage 1 of 395 jobs

any device!

Recommended Jobs 3 new _ _
Show: all jobs - 82 new jobs

My recent searches Trainee Air Traffic Controller

Photography Assistant - Cambourne NATS 19 reviews
1new United Kingdom
» clear searches £17.000 a year

Good general health — you'll need to pass a medical. Becoming a
successful Air Traffic Controller is about your skills and how you apply
them....

Sponsored save job

Sort by:

relevance - date

Distance: Sports Coach Apprentice

within 25 miles v Premier
Cambridge

4% Responsive employer

Salary Estimate £5 .90 an hour

£15,000 (199) _Assisting with the delivery of sport and physical activities to children and

£20,000 (99) young people, both in school curriculum time following the PE Mational
Curriculum...

£25,000 (37)

Easily apply to this job
£30,000 (15}

£35,000 (8

Sponsored save job




.ad your CV and easily apply to jobs from Page 1

{y device!
Show: all jobs - 82 new jobs

Trainee Intelligence Analyst

To get it, you need to speak to local people, look at pictures from
satellites and spy planes and listen to radio messages — spotting and
responding to security.

Sponsored save job

Trainee Air Traffic Controller
NATS
Unite

£17,000 a year

Good general health — you'll need to pass a medical. Becoming a
successful Air Traffic Controller is about your skills and how you apply
them

Sponsored  save job

Trainee Sales Representative
First Home Improvemants

St. Neots
-£35,000 a year

Driving License (Required). A Confident personality. Due to continued
growth, we are looking to hire a Trainee Sales Representative to work
from our St

y to this job

Easily appl

Sponsored  save job

e C(Click into them to read more
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NDT Engineer Apprentice

Mistras Group Ltd - Cambridge CB24
Apprenticeship

Apply On Company Site @

We are searching for an Apprentice Field Test Engineer who'll be trained to carry out tests
and examinations on various equipment

You'll be responsible for

.

.

.

working in a team to carry out projects in various sites and global locations with
safety and quality always as priorities

prepare equipment for projects, ensuring all good operation is achieved

deploy systems on site to monitor structures ranging from bridges to storage tanks
and wind turbine blades

work on innevative solutions for the safe, efficient and timely installation of
monitoring systems

operate monitoring systems, collect data and interpret the data under the
supervision of Mistras’ experts

produce reports for our clients that meet the requirements of quality of our
procedures

Requirements and prospects

Desired skills

e More information on the apprenticeship will then open up on the right had

side of the screen

e Read through the information provided and if you are interested, click
‘Apply on Company Site’ at the top of the screen. This will either take you to
the employer’s website, the gov.uk website, or a third party website to
complete the application. You may be required to register for that website
before completing the application.
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3. Sign up to
https://www.getmyfirstjob.co.uk/Registration.aspx

tarted your journey into finding your dream Apprenticeship. To sign up with us we just

Do you have a disability that may affect the job or position you are applying for?

e Enter your details to sign up to the website.
e Read the information on the next page and click ‘I have read the
information above’



https://www.getmyfirstjob.co.uk/Registration.aspx
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&.'. Registering on GetMyFirstJob.co.uk

You have now started your journey to find your dream spprenticeship or work

oppartunity. You can build your profile &

employers & training providers can talent spot you for relevant roles

Managing Your
Data

You can update your data and

change your preferences 3t any

within your profile. You can

ur data we
hold on you by emailing:
data@getrvfrstion.couk You
c3n see 3l these details in our

privacy

@ How Long We Store Your Data

store your

We know that choosing 3 career can take some time, sowe'w
data for up to 2 years after your iast interaction with us (unless you ask us to
delete it earfier). At any time, you c3n remave your account by visiting your

profile on getmyfirstiob.couk

\

| have read the nformation above

or opportunities - plus

We only use state of the art cloud

Securely
Storing Your
Data

tasec piatforms that gve
3decuste guarantees your d3tais
secure. These systems will not
store 3ll of your data, just the
elements that are needed to send

you relevant content.

What We Do With Your Data
You Can Be Talent Spotted!

We wark with partners including training organisations and employers
across the UK who provide education programmes, spprenticeships,
traineeships, and other similar opportunities. Where we can match an
opportunity provided by these partners to your preferences. they wi
make contact with via email, SMS or phone. All communications to you are
for the purpase of finding you a work or apprenticeship opportunity (our

core service).

We will send you information about roles that relate specifically to your
profile, or other roles that we think might be useful to you 23 you explore
the options open £o you. You c3n change you preferences in your profileon

the system 3t any time

® You will then see the below pop up box - enter all the information

requested. Click ‘Save & Continue’

bits of additional information

Date you wi'! be avai abie from

lell Us About Your Basic Fducation

Plasee hcte: S T37 832 3 SETT @28 BT I .7 T3 TINITE T S > e

Maths Grade

Please fill out 3/l 2ems before saving
|

\
roanesermsssliy ;
\

‘ To help you get the best chance in finding an
apprenticeships or traineeships tallored to
your needs we just need 10 ask you a couple of

Current or last school attended

Engizh Grade

Status

et o e v
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e Now you must input all of your qualifications to date.

Thank you for taking time to complete your profile!

You are now registered and you can now search for job vacancies in your local area

You will need to complete your education and fill out some additional information before being able to apply for an apprenticeship or traineeship.

00000

Your profile score is determined by C
the completeness of your profile, Ed ucatl On

=
not the grades you've received

Il me mc - P . . :
Yell me more Please input all of your qualifications to date, you will miss out on opportunities if you leave this

blank.
Personal Details

You can now enter all your additional qualifications below.
Documentation

Dont't forget that you can improve your profile score by letting us know more of your education.
Career Areas Of Interests

Other Information

Qualification Show All Subject
CV Buiider
GCSE (grades A*-C) v No
Grade Type Year School / College (optional)

e Once you have entered your qualifications, you need to complete your
profile to give you the best chance of successfully applying for an
apprenticeship.
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e Complete each section of your profile: Personal details, Education,
Documentation, Career Areas of Interest and Other Information

~

Your profile score is determined by
@ the completeness of your profile,

not the grades you've received.

Education

Documentation

Upload a CV and Cover
Letter to the
documentation section
(come to the careers
office if you need help
writing a CV or cover
letter. You can also
upload any certificates
that you have achieved.

Check that your
high interests and
medium interests

are correct. Do not
leave blank.

Answer all of the
questions in this
section.

The section will build a CV
for you based on all the
information you have
provided in your profile. You
can download you CV by
clicking the ‘export drop
down ‘button.
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e Once you have uploaded your cover letter and CV and completed all the

sections of your profile. You are ready to search for and apply for an

apprenticeship.

e Click on the ‘search for a job’ tab — this will bring up available

apprenticeships based on your location.

e You can filter and refine your search results by your interests, the distance
that you can travel, the college/training provider and the employer.

e More detailed information on the apprenticeship is available by clicking

‘APPLY NOW'’

Search

=ust Q SEARCH BAR
Order: | |
APPRENTICE NURSERY ASSISTANT

Job Ref: 92638

Date Added: 20/11/2018 Srief Descrpson

Location: Bar Hill

Area: Childcare An exgiting opportunity to begin your career with Parenta Training. working in an

Wesekdy Wage: £200.00 early years setting. Become an apprentice in one of our fun and friendly nurseries

Employer: Leap and Learn working with children aged from birth to five years gaining expernience while you
learn

VEHICLE PAINT LEVEL 2 APPRENTICE TECHNICIAN

Job Ref: 91488
Date Added: 15/10/2018 Brief Descripion

Location: ST NEOTS

Area: Automotive Our diient s looking for 3 motivated individual to join them as 3 Vehide Paint
Weekly Wage: £148.00 Technician Level 2 apprentice This is a fantastic opportunity for enthusiastic
Employer: Commercal Body people to kick start their career within the automotive industry and work towards
Works O

© Close Sesrch Menu

Refine Your Search

Ne time Fiee the aresent why not chedk aut the

51857 Vacnoes 1 your ares’

NEW VACANCY

APPLY NDW

NEW VACANCY

APPLY NDW
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Apprentice Nursery Assistant

Leap And Learn £ |w]c-|in

Our mission is to provide a welcoming environment that encourages children to develop the skills that
- To apply for this position simply
n later life.Schools do a great job when

click the ‘Apply’ button above

on. We aim to bridge that gap, fostering leadership and en neurial spirit.Above all we

Your application will then
want to ensure that our children have the best possible start in life and when the time comes that they

automatically be sent to the
are ready to move on to school, as well rounded individuals with all the attributes needed in order that

training provider or college

t y th
manag ng the n
= |
v y =
v 12 M A

Detailed Job Description
Job Summary

e Once you have read the detailed information, you can submit an application
by clicking the orange "Apply’ box. This will automatically submit your
application based on the information you have provided in your profile. It is
therefore very important that you spend time completing your profile the
best that you can.

e If you change your mind about an application, you can withdraw it by going
to the ‘My Application’ tab, click on ‘VIEW DETAIL" and then ‘Remove
Application’




Search For A Job

vacancies that you have applied for so that you can easily keep track and re-look over the details of the role. If you need to followupona
our application is progressing, simply click the "Vacancy Details” button for the relevant vacancy, there you will find the contact details of
sllege advertising the vacancy. They will be able to give you an update.

teness of your profile,

score is determined by My App||Cat|onS
[

fes you've received.

Please Note: If a position is filled or withdrawn then it will automatically be removed from the list

below.
yFirstJob PROPERTY MANAGEMENT ASSISTANT APPRENTICE NEW VACANCY
Job Ref: 86746
For A Job Date Added: 08/06/2018 Brief Description

Location: Kettering =

Area: Property Services Property Management for

Weekly Wage: £138.75 farms, residential &

Employer: Davies & Co commercial property,

Chartered Surveyors contacting landlords, clients &
tenants by phone/email,
dealing with repairs, gas
certificates etc.

Property Management Assistant Apprentice

Davies & Co Chartered Surveyors [ f |w]c]in]

Property Management for farms, residential & commercial property, contacting landlords,
clients & tenants by phone/email, dealing with repairs, gas certificates etc.

| Remove Application »

Davies & Co Chartered Surveyors - Employer

Davies & Co offer a range of services to rural enterprises. These include: Rural Planning & Development LR
Consultancy, Business Rates & Appeals, Rural Property Investment Consultancy, Farm and Estate

‘ Management, Agency - Property Sales and Purchases, Property Management Services, Agricultural You have already applied for
Tenancy Advice, Telecommunications & Wayleave Agreements, Compulsory Purchase, Utility Schemes this position. If you wish to

‘ and Highways Improvements, Valuations for Funding, Taxation Purposes, Probate and other. remove your application simply

click the ‘Remove Application’
button above.

79 DAVIES & CO

« Possible Start Date: 09/07/2018




