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Sources of Vacancies 

 

     Employment –                  Employment Agencies 

                     Job Centre   Newspapers 

                     Internet    Leicester Careers Website 

                     Direct to companies  Friends and Relatives 

 

     Training -   Training Provider    

                Upbeat    Matrix 

     Occasionally newspapers 

 

There are a number of places where you can research information including 

opportunities at present, job vacancies and training options. The tables below 

will give you some ideas on where to start. You can also look in the 

bibliography.  

 Vacancies advertised by local newspapers  

 
 Ashby Times    Friday  

 Burton Mail     Wednesday  

 Derby Evening Telegraph    Wednesday  

 Derbyshire Times    Thursday  

 Leicester Mercury   Thursday  
 

When you first see an advertisement you will have to decide whether you are 

interested in the job. Think about the following questions…  

 



 

 When sending in a CV or job application form, you must include a 

covering letter. The purpose of the letter is:  

 To make sure that the CV arrives on the desk of the correct person. 

Take the trouble to telephone, and find the name of the person who will 

be dealing with applications or CVs, and address your letter, and 

envelope, to that person by name.  

 To persuade the person to read your CV. So it must be relevant to the 

company, interesting, and well produced.  

 To clearly say what job you are interested in. If you are sending in a 

‘speculative’ CV hoping that they may have work for you, explain what 

sort of work you are interested in. Do not say ‘I would be interested in 

working for Widgets Ltd’, but say ‘I believe my skills equip me to work in 

the product development department/accounts office/whatever’.  

 To say why you want that particular job with that particular employer.  

 To draw attention to one or two key points in the CV that you feel make 

you suited to that particular job with that particular employer.  

 Start your letter with an underline heading giving the job title you are 

interested in. (If you saw the job advertised, say where you saw it).  

 Use the style and pattern of a business letter suited to your culture and 

country. Ask for advice about this. Try to find sample business letters 

so that you can follow style and layout.  

 Your career office may have a sheet about this, or show you a sample. 

The letter should only be on one side of A4 paper. It must be polite and 

easy to read.  

 Also mention when you are available for an interview. Ending your letter 

with a request for specific extra information may give a positive 

response.  



Think carefully about the person specification and the job description for the 

post and state clearly what you could offer. 

                                                

                     

    
   Company Address                                    Your Address Here 

   this side 

   of the page  

   For the Attention of: (Write in contact name if known)  

   Write in today’s date here 

   Dear (Sir, Madam, Name)  

    

   Re: (Write in the job you are applying for)  

   

   Please find enclosed a completed application form/CV) in response to the above job 

   vacancy, which I saw advertised (write where you saw the job).  

 

   I am interested (write type of work) because (short reason why) and feel I would 

be 

   suited to it because (write a line on your skills/experience).  

 

   I would be happy to attend an interview at any time and look forward to hearing 

from 

   you in the near future. 

 

   Yours sincerely, (use this if you have started the letter Dear Mr/Mrs/Ms) 

   Or 

   Yours faithfully, (use this if you have started the letter Dear Sir, Madam)  

 

   Sign your name here  

 

   Print your name here  

   (REMEMBER – Use plain paper – clear writing or type it if possible – get  

   someone to check it)  

 



If you are really interested in the job, you need to write a letter of application. 

Below there is an example of a job advertisement and a letter of application.  

ROBSON’S FINANCIAL SERVICES 

require a  

Receptionist/Office Junior  

for their busy city centre office The successful 

applicant will be sales-orientated, have a smart 

appearance and pleasant confident manner when 

answering the telephone or dealing with clients in person 

Apply in own handwriting with brief CV  

 



 

When you apply for a job, you will sometimes be asked to send a CV and 

covering letter. But an increasing number of employers require you to fill in an 

application form with details about yourself and answers to questions the 

employer thinks are appropriate. It is very common for the application to be 

completed on-line. 
Application forms can be confusing, so it is important to read them carefully 

and draft your answers before filling in the final version. If you don’t follow 

the instructions on an application form an employer probably won’t even read 

your application, never mind consider you for the job.  

After you have read the form, make a photocopy of the form and fill that in 

first. When you come to do the final copy, check whether it asks you to use 

black ink. It sounds obvious but it’s the most common mistake people make. 

Also, check if and where it asks for BLOCK CAPITALS.  

Make sure your application is easy to read. If your handwriting isn’t neat then 

if possible, get it typed. Fill in every part of the form. If you haven’t got 

anything to put in a particular section write ‘N/A’ (not applicable). It shows 

the person reading it that you have not just forgotten to fill this bit in.  

At the end of the form, there is usually a section, which asks you to write 

about yourself and why you want this particular job. Maybe it will ask you 

something about your skills and experience and why you think they are 

relevant to the job. This is very similar to a covering letter and should 

refer to the person specification and job description. 

Think about why you want this job (don’t put ‘because of the money’). Is it 

because you think you have the skills necessary for the job? Is it because you 

particularly enjoy doing this type of work or a part of the work? Is it because 

it is a job with training and you particularly want to learn new skills?  

Think about the skills and qualities you have. Every time you mention a new 

skill, quality or experience on the form, back it up. Give an example. When you 

have filled in the form as best you can, ask someone to check it over. 

Photocopy the form before you send it off. If you get an interview you will 

want to remember what it was you wrote!  



     Aim – 

to 

consider 

what 

makes for 

a 

good/suitable letter of application.  
 

• Brainstorm all the ingredients which go to make up a ‘good’ letter of 

application. Note them below.  

 

• Consider this job advertisement.  

 

 
GENERAL ASSISTANT  

required for local factory  

 

 

The post involves practical work, including 

operating machinery and administrative work. 

Full training will be provided.  

Applications are invited from school leavers 

who have a good general education, including 

GCSEs in Maths and English.  

Applications in writing to:- 

Mr J F Fox  

Milton Works  

Church Lane  

Milton  

Working in pairs or on your own  

• read the following letters carefully  

• look for mistakes or weaknesses in each  

• note good points or strengths in each  

• decide upon which you think is the best letter i.e. the one most likely to  

      get an interview. Give reasons. 

• rank the other letters in order. Why have you put them in this order?  

• add anything that is missing to the best letter.  



 



 



 



 



 



Letter A  

Mistakes/weaknesses  

Good points/strengths  

Letter B  

Mistakes/weaknesses  

Good points/strengths  

Letter C  

Mistakes/weaknesses  

Good points/strengths  



Letter D  

Mistakes/weaknesses  

Good points/strengths  

Letter E  

Mistakes/weaknesses  

Good points/strengths  

Which do you consider to be the best letter? _______________________  

What are your reasons?  

Rank the remaining letters in order of merit  

Second best was _____________________________ 

Third best was  _____________________________ 

Fourth best was _____________________________ 

Worst letter was ____________________________ 



APPLICATION FOR 

APPRENTICESHIP  APPRENTICESHIP APPLIED FOR: Please circle one only: 

Carpentry/Joinery, Bricklaying, Plumbing, 

Electrical, Other ………………………………………………………………………………..  

 

PERSONAL DETAILS  

Surname : ………………………………………………………………..    Forename(s): ………………………………………………………………… 

Address: …………………………………………………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………..  Postcode: ……………………………………………….. 

Tel. No: ………………………………………………………………………………………….  Date of Birth: ……………………………………………  

NEXT OF KIN to be contacted in an emergency:  

Name in Full: …………………………………………………………………………………………………………………………………………………………… 

Address: …………………………………………………………………………………………………………………………………………………………………… 

Home Tel. No: ……………………………………………………………………………  Business: ………………………………………………………..  

MEDICAL HISTORY:  

Describe any problem areas you may have with your health that may affect you at work.  

Do you require any special arrangements or facilities at the interview?  YES / NO  

RECREATIONAL INTERESTS:  

REASONS for wanting the Apprenticeship:  



 

    
 

EDUCATION: Schools attended from age 11 

Dates 

From To 

   

 

 
EXAMINATIONS to be taken whilst at school, with anticipated grades: 

SUBJECT                     Grade 

 

 

 

 

 

SUBJECT                     Grade 

 

 
WORK EXPERIENCE: (i.e Newspaper Rounds, Market Stalls, etc) 

 

 

 

 

 

 
I confirm that the information given on this form is, to the best of my knowledge, true and 

complete. Any false statement may be sufficient cause for rejection or, if employed, dismissal. 

 

 

Signature: ………………………………………………………………………………        Date: ……………………………………………….. 

 
HAVE YOU REMEMBERED TO FILL IN THE BOX AT THE TOP OF THE FRONT PAGE? 

 

 

PLEASE RETURN THIS COMPLETED FORM TO:   

 

Mr B Bradford, Personnel and Training Manager 

William Davis Limited 

Forest Field 

Forest Road 

Loughborough 

Leicestershire   LE11 3NS 

 

     

FOR OFFICE USE 

 

 

 

 

 

 



 APPLICATION FOR EMPLOYMENT 
   PLEASE ANSWER ALL QUESTIONS IN FULL IN YOUR OWN HANDWRITING (BLOCK CAPITALS) 

 

 

   POSITION APPLIED FOR ____________________________________    AT _______________________ 

BRANCH/DIV/REG/HO 

    

 

PERSONAL DETAILS 

 

SURNAME _______________________________________    PREVIOUS SURNAME 

_________________________________ 

 

FORENAMES _____________________________________    MR/MRS/MISS/MS 

__________________________________ 

 

KNOWN AS ______________________________________    

 

HOME ADDRESS __________________________________    TEL. NO (HOME) 

____________________________________ 

 

________________________________________________ 

 

________________________________________________    DATE OF BIRTH ___________________   AGE 

___________ 

 

POST CODE ______________________________________     NATIONALITY 

____________________________________ 

 

DO YOU OWN YOUR OWN HOME? YES/NO  LIVE WITH RELATIVES? YES/NO  LIVE IN RENTED ACCOMODATION? 

YES/NO 

 

IN CASE OF EMERGENCY PLEASE NOTIFY:- 

 

NAME __________________________________________   RELATIONSHIP 

_____________________________________ 

 

ADDRESS 

____________________________________________________________________________________________ 

 

___________________________  POST CODE __________________  TELEPHONE NUMBER 

_________________________ 

 

STATUS:   SINGLE ______    MARRIED ______    DIVORCED ______    SEPARATED ______    WIDOW(ER) ______ 

 

DO YOU HAVE ANY CHILDREN?     YES/NO     IF YES GIVE AGES  (MALE) ________    (FEMALE) ________ 

 

DO YOU HOLD A CURRENT DRIVING LICENCE?    YES/NO                      DO YOU OWN A CAR?    YES/NO 

 

DO YOU HOLD A LARGE GOOD VEHICLE (LGV) LICENCE?   YES/NO    IF YES, GIVE CLASS 

____________________________ 

 

GIVE DETAILS OF ANY TRAFFIC OFFENCES 

_________________________________________________________________ 

 

__________________________________________________________________________________________________

__ 

 

DO YOU HOLD AN ACCREDITED LICENCE TO OPERATE A FORK/REACH TRUCK?    YES/NO 

 

HAVE YOU EVER BEEN DENIED A DRIVING LICENCE ON HEALTH GROUNDS?      YES/NO 

 

IF YOU HAVE EVER WORKED FOR ANY COMPANY IN THE WOLSELEY GROUP PLEASE GIVE DETAILS OF WHEN, WHERE & 

POSITION 

___________________________________________________________________________________________ 

 

IF YOU HAVE ANY RELATIVES WORKING FOR A COMPANY WITHIN THE WOLSELEY GROUP PLEASE GIVE NAMES, 

RELATIONSHIP AND LOCATION 

__________________________________________________________________________ 

 

HAVE YOU EVER BEEN CONVICTED OF A CRIMINAL OFFENCE WHICH IS NOT YET SPENT UNDER THE REHABILITATION 

OF OFFENDERS ACT 1974?   YES /NO     IF YES GIVE DETAILS 



___________________________________________________ 

 

__________________________________________________________________________________________________

__ 

 

HAVE YOU ANY PROSECUTIONS PENDING?    YES/NO   IF YES PLEASE GIVE 

DETAILS______________________________ 

 

WHEN WOULD YOU BE AVAILABLE TO COMMENCE WORK? 

_____________________________________________________ 

 

WOULD YOU BE PREPARED TO MOVE HOME IF REQUIRED? 

______________________________________________________ 

 

 

 

 

 

Head Office: Wolseley UK Ltd, P.O. Box 21, Boroughbridge Road, Rippon. HG4 1SL.  Telephone: (01765 690690) 

 

 

 

GENERAL EDUCATION AND TRAINING (including Industrial Training & Vocational Education) 

 

SCHOOL/COLLEGE/UNIVERSITY 

          DATE 

 FROM            TO 

 

SUBJECTS STUDIED 

EXAMINATIONS/ 

AWARDS/ACHIEVEMENTS 

     

     

     

     

     

     

CURRENT OR MOST RECENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DON’T FORGET 

 

CAREERS EVENING November 

 

 OVER 50 CAREER AREAS 

 

 ALL LOCAL FURTHER EDUCATION COLLEGES 
 

 ALL LOCAL TRAINING AGENTS 
 

 LOCAL UNIVERSITIES 
 

 LOCAL PROFESSIONS 
 

 OPPORTUNITIES IN THE SIXTH FORM 
 

IT IS ESSENTIAL YOU ATTEND 



 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

PLEASE READ CAREFULLY BEFORE SIGNING  

1 THE COMPANY WILL APPLY FOR REFERENCES TO PERVIOUS EMPLOYERS, BUT NOT TO YOUR CURRENT EMPLOYER  

UNTIL YOU      ACCEPT A JOB OFFER. ANY OFFER OF EMPLOYMENT IS SUBJECT TO SATISFACTORY REFERENCES BEING 

RECEIVED.      IF YOU HAVE NOT BEEN EMPLOYED PLEASE PROVIDE THE NAMES AND ADDRESSES OF TWO PERSONAL 

REFEREES, WHO              HAVE GIVEN THEIR PERMISSION FOR THEIR NAMES TO BE USED. THESE SHOULD NOT BE 

REALTIVES OR EMPLOYEES OF      THE COMPANY.  

2 TRAINING – OFFERS OF EMPLOYMENT ARE MADE ON THE UNDERSTANDING THAT YOU WILL ATTEND THE 

APPROPRIATE        TRAINING COURSES WHICH MAY INVOLVE SPENDING NIGHTS AWAY FROM HOME.  

3 SECURITY – IN THE INTEREST OF SECURITY I AGREE TO ABIDE BY THE COMPANY SEARCH PROCEDURE.  

4 SMOKING – I UNDERSTAND THE COMPANY HAS A NO SMOKING POLICY AND WILL ABIDE BY ITS RULES.  

5 VALIDITY – I DECLARE THAT THE INFORMATION GIVEN ON THE APPLICATION FORMS IS, TO MY KNOWLEDGE, TRUE.       

I UNDERSTAND THAT IF IT IS SUBSEQUENTLY DISCOVERED THAT ANY STATEMENT IS FALSE OR MISLEADING, I MAY BE      

DISCHARGED FROM EMPLOYMENT BY THE COMPANY. I ALSO AGREE TO A MEDICAL EXAMINATION IF REQUIRED.  

   SIGNATURE ___________________________________________________________ DATE __________________________  

TO BE COMPLETED IN FULL BY THE MANAGER/INTERVEWER  

INTERVIEWERS REMARKS: 

SIGNATURE _____________________________________________________________ DATE __________________________  

FOR HEAD OFFICE USE ONLY:-  

    _________________________________ 

TEMPORARY CONTRACT: EXPECTED DURATION  _________  

WEEKS SALARY: (PER ANNUM)     £_______________   GRADE 

__________ OTHER BENEFITS: BONUS YES/NO              IF YES 

GIVE DETAILS ________________ COMPANY CAR YES/NO  IF YES 

STATE THE CATEGORY__________  

DRIVING LICENCE INSPECTED – COPY TO RIPON  

COMPANY BARCLAYCARD:  YES/NO        PRIVATE MEDICAL:  YES/NO 

CAR TELEPHONE:  YES/NO        TELEPHONE CHARGE CARD:  YES/NO 

HOURS: (Monday to Friday) ____________ am  to     ___________ pm 

QUALIFY FOR OVERTIME:  YES/NO TOTAL HOURS PER WEEK: 

_________________________________ DAYS OF WEEK TO BE 

WORKED:MON/TUE/WED/THU/FRI/SAT/SUN ARE SATURDAYS TO BE 

WORKED AS PART OF STANDARD WEEK: YES/NO IF YES INDICATE 

HOURS ____________ am to ____________pm MANAGERS SIGNATURE: 

_____________________    DATE: __________  

ACCOUNT DETAILS FOR PAYMENT OF SALARY  

BANK/BUILDING SOCIETY NAME:             

_______________________  

ADDRESS:        _______________________      

_______________________      

_______________________  

ACCOUNT  

HOLDERS NAME:             _______________________  

SORT CODE:       _______________________  

ACCOUNT NO:        _______________________  

BUILDING SOCIETY ROLL NO:               

_______________________  

N.B.  DO NOT HOLD THIS FORM AWAITING 

BANK           DETAILS – THEY CAN BE SENT 

LATER ON AN          EMPLOYMENT VARIATION 

FORM  

 
BRANCH/DIV/REG/H

O 

        _______________ CODE 

_____________  

DATE TO COMMENCE 
         

_________________________________  

JOB TITLE:  
 



 

 

Before you call  

Make sure you are speaking to the right person – if they are not 

available, try to find out when they will be available so you can call back later  

When you call  

When appropriate, don’t give yes or no answers. Use every opportunity  

to find out what the job involves, what kind of person the employer is looking 

for, and to tell them how you are the kind of person they need for this job. But 

be careful, there is a fine line between presenting yourself well, and sounding 

like a pushy salesperson.  
If there is something you don’t understand – say so  

Try to get a definite answer. Will they send you an application form  

and if so, when does it have to be sent back to them? If they are going  to 

interview, when is it? If they will get back to you, by when and how 

(especially important if you are not on the phone)?  

REMEMBER  

They will base their first impression of you on how you sound and what  you say. If 

you sound like you haven’t thought about why you are calling, what will  the employers 

think of you?  

 




Make sure you have a pen and paper so that you can makes notes if you  

 need to  



Make sure the room you are making a call from is as quiet as possible –  

 if you are using a call box, try and find one that is away from a busy   
 road where noise from traffic is less of a problem  




If you are using a mobile, make sure you have enough credit on your   

 phone to complete the call. If you are using a payphone, make sure you  
 have enough coins or phone cards  




Have the advert with you, so that you have the name and number of the  

 person to whom you wish to speak  




Think about why you are phoning and what you want to say – write a list   

 of prompts or questions if this helps (remember the other person cannot  
 see what you are doing)  

 



 

 

 

An interview is when a person(s) asks another person questions to see if they are 

suitable for the job that they have applied for.  

Preparation  

Being asked to attend an interview is your first sign of success, however, don’t get 

too excited because you haven’t got the job yet! It’s natural to be nervous before 

your interview, but preparation beforehand will  help to increase your confidence. 

All interviews vary depending on the employer and the job that you have applied for. 

Here are some points to consider:  

• It could be extremely casual and relaxed  

• You could be interviewed by more than one person  

• You may have more than one interview  

• You may have to work with a small group of applicants Find out as much 

information as possible about the job that you have applied for. Search for 

information from the organisation’s website. This will help you to  prepare for 

questions that you may be asked at the interview. Make sure you know the 

address of where your interview will be held.  

First impression  

Judgements will be made on how you present yourself. Therefore, it is important 

for you to get it right the first time! The 3 key aspects are:  

1. Appearance  

To create a good impression, you need to look smart. For example, wear a shirt and 

trousers/skirt and maybe a tie. Looking smart shows that you have made an effort 

and may also give you an advantage over the other applicants  

2 Body language  

You can tell a lot about a person by their body language. Body language is non-verbal 

communication such as your smile, eye contact, expression/s, etc  

3. Communication  

Your tone of voice, and the words you choose to use. Although using correct 

terminology is impressive, only use words you know the full meaning of  

On the day  

• Give yourself enough time to get ready  

• Make sure your certificates and/or supporting documents are neatly 

presented in a Progress File or folder  

• Take confirmation of your interview with you and any instructions on how  to 

get to the company  

• Give yourself plenty of time for your journey, so that you arrive at your 

interview at least 10 minutes early  

• Avoid taking unnecessary items with you  



 

 

 

 

Most interviews are safe, but you should always remember your personal safety.  

Here are some do’s and don’ts you should follow:  

Do  

• Tell a friend or relative exactly where you are going and what time you expect  to be 

back  

• Arrange for someone to pick you up if the interview is being held outside normal 

working hours (9.00am – 5.00pm, Monday to Friday)  

• Make sure your interview is being held where the organisation is based or in a public 

place  

Don’t  

• Agree to be interviewed in a car park, at somebody’s home or over a meal  

• Let the interviewer give you a lift home  

• Answer any personal questions, which have nothing to do with the job  

General tips  

• Listen carefully to questions  

• Avoid ‘yes’ and ‘no’ answers as they stop conversation. Keep your answers to the point, 

talking too much may mean that you answer questions that you were never asked  

• Speak slowly and clearly  

• Don’t chew gum!!  

• Remember your manners! -Shakes hands at the beginning and at the end of your 

interview -Don’t sit down until you are asked to be seated -Make eye contact but don’t stare -

Thank the interviewer for their time before you leave  

• Don’t exaggerate when answering questions, but make sure the interviewer is  aware 

of your strengths and abilities  

• Don’t be afraid to ask the interviewer to repeat the question if you do not understand 

it  

• Try to relate qualities/experiences to the job that you are applying for  

• Be honest. Lies will come to light eventually  



And after that, if you 

don’t get the job… 
 

  

 Don’t take it personally and don’t get 

downhearted!  

 Competition for jobs is tough and there aren’t enough 

jobs for everyone who turns up for an interview  

 Be positive and learn from the 

experience  

 Ask for feed-back on your interview and most 

employers will be happy to give you points on why you were 

unsuccessful.  This will help you to identify points you could work 

on before your next interview  

 Keep applying for jobs and you’ll get more experience 

with  each application form you fill in and interview you attend  

 Be persistent and never 

give up!  

 Your efforts will be 

rewarded!  



 



 
After more than ten years of school, homework, studying and exams, some people 

decide they need a break before they go to college or university. For some, taking  

a year off can turn out to be the experience of a lifetime. The important thing is to 

weigh up the pros and cons, make some firm decisions  about what you intend to do, 

and then plan carefully to ensure that everything  goes well. Even if you are taking 

a year off to re-sit and exam or two, it is likely that you will have spare time. You 

might not want to spend the whole year revising, so you’ll need to think about how 

you can balance your time, remembering to include your exam  

 

dates.  

British Trust for Conservation 

Volunteers (BTCV)  

Sedum House, Mallard 

Way, Potteric Carr, 

Doncaster. DN4 8DB. 

Phone: 01302 388 888 

Information:btcv.org.uk 

www.btcv.org  

Camp America  

37a Queen Anne’s Gate, 

London. SW7 5HR. 

Phone: 020 7581 7373 

www.campamerica.co.uk  

John Catt Educational Ltd  

www.gap-year.com  

Project Trust  

The Hebridean Centre, 

Isle of Coll, Argyll. 

PA78 6TE. Phone: 

01879 230 444  

Bunac Travel Services Ltd  

16 Bowling Green Lane, 

London. EC1R 0QH. 

Phone: 020 7251 3472 

enquiries@bunac.org  

www.bunac.org  

Community Service Volunteers (CSV)  

237 Pentonwille Road, 

London. N1 9NJ. Phone: 

020 7278 6601  

info@csv.org.u

k 

www.csv.org.uk  Volunteering England  

Regents Wharf, 8 All 

Saints Street, London. 

N1 9RL. Phone: 0845 

305 6979  

www.volunteering.org.u

k  

The above are only a selection of many organisations offering volunteering opportunities. For a more 

comprehensive list the following books may be found at your local Connexions Centre: ‘A Year Off ……A Year 

On’ published by Lifetime Careers or The Gap-Year Handbook published by Peridot press.  



 

 

Starting a new business can be a life-changing decision.  

The Government’s vision is that anybody with the talent, potential  

and drive to succeed in business should have the opportunity and 

necessary support to do so, regardless of their background or 

where they live.  

There are so many questions to ask in order to get your ideas up  

and running. There are various organisations that will do their best 

to ensure that you get the answers you need. You can have one-to-

one, specific and confidential advice that relates to you and your 

business ideas.  

 

CONTACTS  
Shell LiveWIRE  Business Link Leicestershire  

Hawthorn House, Forth Banks,  Charnwood Court, 5b New Walk,  

Newcastle upon Tyne,  Leicester.  

NE1 3SG.  LE1 6TE.  

Phone: 0845 757 3252  Phone: 0845 070 0086  

Phone: 0191 261 5584  www.blleics.co.uk  

Fax: 0191 423 6229  (Support for small businesses) or  

www.shell-livewire.org/  www.inbiz.co.uk www.businesslink.gov.uk  

Leicester CAN 9 Newarke Street, Leicester. 

LE1 5SN. Phone: 0116 222 2233 www.can-

online.org.uk d.ahlquist@can-online.org.uk  

Princes Trust Freephone:0800 842 842 

www.princes-trust.org.uk  

Ideas Factory www.ideasfactory.com 

enquiries@ideasfactory.com  
 

 



 

Voluntary work is unpaid employment – anything from assisting the elderly  at 

a care home to maintaining the football kit of a children’s team can be 

voluntary work. Some companies may pay volunteers an allowance for the work 

they do, though their reasons for doing it usually have nothing to do with 

making money. Volunteering can help influence your career choice by opening 

up doors to new opportunities and challenges. It can also help you to build on 

your social life by making new and diverse friendships.  

 
Community Service Volunteers 

(CSV)  

Volunteering 

England  Phone: 020 7278 6601  Phone: 0845 305 6979 

info@csv.org.uk  volunteering@volunteeringengland.org 

www.csv.org.uk  www.navb.org.uk  

British Trust for Conservation  National Council for Volunteering 

Volunteers (BTCV)  Organisations  

Phone: 01302 388 888  Phone: 0800 2798 798 

information@btcv.org.uk  helpdesk@askncvo.org.uk 

www.btcv.org.uk  www.ncvo-vol.org.uk  

Blaby District Volunteer Centre  Castle Donnington and District  

Phone: 0116 223 8338  Volunteer Centre  

Phone: 01332 850 526  

Coalville Volunteer Centre  Hinckley and Bosworth Voluntary  

Phone: 01530 510 515  Action  

Phone: 01455 615 962  

Leicester Volunteer Centre  Leicestershire Centre for Integrated  

Phone: 0116 257 5041  Living (LCIL)  

Voluntary posts for disabled people  

Phone: 0116 222 5005  

www.lcil.org.uk  

Loughborough Volunteer Centre  Lutterworth and Broughton Astley  

Phone: 01509 631 750  Volunteer Centre  

Phone: 01455 555 570/284 437  

Market Harborough Volunteer  Voluntary Action Melton Centre  

Phone: 01664 410 007 Phone: 

01858 432 014 Oadby & Wigston Voluntary  

Shepshed Volunteer Centre Action  

Phone: 01509 508 040 Phone: 

0116 281 0026  

Voluntary Opportunities National Database 

Website: www.do-it.org.uk  



 

 

Once you have a job, you are said to have a contractual agreement with your  

employer, even if it isn’t written down. From your first day of work, including if  

you work for an employment agency, you have certain rights.  

Bullying and Discrimination  

Everyone is entitled to a rewarding and satisfying career, but it isn’t always that  

easy.  

Just getting the necessary qualifications and training requires lots of thought, 

planning and hard work.  

Even then, for some people this is not enough because they experience  

discrimination. Discrimination means that you are being treated unfairly due to 

someone else’s prejudices.  

Your rights under the law  

 
• •  The Sex Discrimination Act makes it unlawful for you to be treated less  favourably than 

someone of a different sex www.eoc.org.uk Phone: 0845 601 5901 The Race Relations Act 

makes it unlawful for you to be treated less favourably because  of your colour, race, 

nationality, citizenship, ethnicity or natural origins. www.Irec.org.uk Phone: 0116 299 9800  

• •  The Disability Discrimination Act makes it unlawful for you to be treated less favourably 

than others (without good reason) because of your disability.  www.Drc-gb.org   Phone: 

0345 622 633 The Employment Equality Regulations (Religion or Belief) protects people 

from discrimination on the grounds of all religions and beliefs. www.acas.gov.uk Phone: 

08457 47 47 47  

•  The Employment Equality Regulations (Sexual Orientation) gives protection from 

discrimination on grounds connected with sexual orientation.  www.acas.gov.uk Phone: 

08457 47 47 47  

•  The Employment Equality Regulations (Age) make it unlawful for you to be discriminated 

against, victimised or harassed at work because of your age. www.agepositive.gov.uk Phone: 

0113 232 4444  

•  Rehabilitation of Offenders Act 1974. This makes it unlawful for you to be discriminated 

against by an employer because of a spent conviction. (There are some exceptions – see 

NACRO website for more information). www.nacro.org.uk Phone: 0207 582 6500  

•  Acts of bullying and harassment in the workplace are unlawful. You could take out a 

grievance against your employer. The protection from Harassment Act and Criminal Justice 

and Public Order Act deal with this type of discrimination. It is also covered in other 

discrimination acts detailed above.  
 


