Apprenticeship Vacancies – Template

	Vacancy Details

	Vacancy Title
	
	Mandatory

	Employer Name
	
	Mandatory

	Employer Address
	
	Mandatory

	Contact Details
	
	

	Title
	
	

	Surname
	
	Mandatory

	Firstname
	
	Mandatory

	Position
	
	

	Telephone
	
	Mandatory

	Email
	
	

	Fax
	
	

	Can be contacted using
	( Email

( Phone

( Post
	Mandatory

	Full Description of Vacancy
	
	Mandatory - The full description gives a much richer and more detailed summary of the role and can therefore be more elaborate than the short description. However, be careful not to repeat elements that are covered in other fields you are about to complete e.g. hours, wage, Candidate requirements etc.

	Short Description of Vacancy
	
	Mandatory  - This should give enough detail to either entice the Candidate to read more (the full description) or know that this vacancy was not what they were looking for.

	No. of positions available
	
	Mandatory

	Weekly Wage
	
	Mandatory

	Working Week
	
	Mandatory

	Future Prospects description
	
	This field is optional. However it is helpful for a Candidate to be able to see where the role is likely to progress and will make the vacancy more attractive to potential applicants.

	Vacancy Location
	
	Mandatory


	

	Further Employer Details

	Anonymous Name
	
	Optional

	Employer Description
	
	Optional

	Employer Website
	
	Optional

	
	


	Learning Provider Details

	Provider
	
	

	Occupational Area
	
	Mandatory

	Framework
	
	Mandatory

	Level
	
	Mandatory

	Training to be Provided
	
	Please enter the details of any training that will be given as a part of the role being offered including any professional awarding bodies as appropriate

	Duration of Course
	
	Mandatory

	
	
	

	About the Candidate

	Skills Required
	
	Whilst these fields are optional it is strongly recommended that any expectations are stated. This will result in the most suitable Candidates applying for your vacancy.

	Qualifications Required
	
	

	Personal Qualities
	
	

	

	Additional Detail

	Important Other Information
	
	Optional

	Reality Check
	
	Optional

	

	Supplementary Application Form Questions (Vacancy Specific):

	Question 1:
	
	Optional

	Question 2:
	
	Optional

	

	Key Dates

	Closing Date
	
	Mandatory. An actual date is required

	Interview Start Date
	
	Mandatory. An actual date is required

	Possible Start Date
	
	Mandatory. An actual date is required (“as soon as possible” isn’t sufficient)


Please note that the above dates can be altered post-submission, and it is possible to reopen a vacancy once the closing date has passed if new closing, interview start and possible start dates have been entered.
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