Apprenticeship Vacancy Details

Please complete the table below as fully as possible.  In particular, you should stipulate how you wish people to apply e.g. complete application form and send to training provider.

Include Apprenticeship in the job title and give details of the training under the job description heading.

The completed form should be returned to Employer Direct:

· E- Mail  -
employerdirect-vacancies@jobcentreplus.gsi.gov.uk
· Fax       -
0845 601 2004
	ED Employer Record/Reference Number 

	

	Company Name


	

	Company Address – including FULL postcode


	

	Do you have special arrangements /generic vacancies in place with ED?


	

	Job Title and your job reference if applicable

(40)
	

	Who will be your contact for this vacancy? Please provide name and contact information – telephone, fax, email etc


	

	How many people do you want to recruit for this post?


	

	Location of work – include the district/area, town/city and county if space permits.

(30)
	

	Post Code of work location – please complete in full. 


	This box must be completed in order to advertise your vacancy

	Wage/Salary – if a monetary rate is not available please state if meets or exceeds NMW, negotiable wage information cannot be accepted

(50)
	

	If you do not quote a monetary figure you must provide an assurance that National Minimum Wage will be paid. Please provide the name of the person who can give this assurance and if it relates to all future vacancies.
	


	Do you have a company pension scheme? If yes please provide details.


	

	Hours/Days of work – please include the total number of hours per week & time span e.g. Monday to Friday 9am – 5pm.

(60)
	

	Will the work include? Y/N


	Evenings
	
	Weekends
	
	Nights
	

	Duration – will this job last for at least 6 months? If not please indicate the length/dates of contract.
	

	Job Description 
(860) 

Include: 

· Essential skills, experience & qualifications

· Main duties of the job 

· Desirable skills, experience & qualifications

· Equipment to be used

· Any additional information e.g. training, company benefits
	(360) 



	
	(500)



	In order to comply with current legislation you may be asked to qualify any subjective/vague wording e.g. instead of using the word strong you should state why a person needs to be strong. The comment “must be strong” could be re-worded as “must be able to lift boxes weighing 30kg.”  

	Does this job require a standard or enhanced Criminal Records Bureau disclosure? If yes, please state which and who will meet the cost. - Usually required if working with vulnerable groups, children, elderly etc  
	

	How would you like people to apply for the job?

(150)
1.  Jobcentre Plus to ring employer

2.   Applicant to ring employer

3. Jobcentre Plus/Employer Application Form back to employer / Jobcentre Plus - please state

4. CV / Letter back to employer / Jobcentre Plus –please state

5. Apply Direct – details of how to apply will be displayed directly to public

6.  Other – please specify
	


	Closing date for applications if applicable:




	When would you like your vacancy to be removed from display. 
	


	Is this a New Deal or New Deal Considered Vacancy? If so please state which and age category, 18-24, 25+, or 50+
	


	Method of Contact – do you prefer to be contacted by

>Phone                >Post                >Fax                >E-mail
	

	Your vacancy details and the Employers Charter can be viewed at www.jobcentreplus.gov.uk, alternatively if you would like to receive a copy by other source please indicate.


	Vacancy details          YES/NO  

Employers Charter      YES/NO
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