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GLASGOW GUARANTEE

A Guide to Completing the Application Form 













“We are keen to support you on your journey to employment.
 
This guide will start you on the process in planning / preparing an application tailored to the requirements of Glasgow Guarantee’s application form for modern apprenticeships and jobs.

We hope the hints and tips you get from this guide will support any future applications you make and better prepare you for securing an apprenticeship or job”



Glasgow Guarantee Team
				

[bookmark: _Hlk40278260]Glasgow Guarantee Application Form
My Account


The Glasgow Guarantee application form is made up of 6 sections, some of which is information that you can provide by completing your Glasgow Guarantee account.

Please make sure, before you start an application form that you have completed the following areas on your account:

· Qualifications
· Work Experience
· Key Skills
· The information you provide in these 3 areas will be pre-populated into the application form
· You will still have the option to edit/amend these areas within the application form
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Glasgow Guarantee Application Form
How do I Apply?

When you have found an apprenticeship or job opportunity that you want to apply for, you will see at the top and bottom of the job description an ‘Apply’ button.  
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Glasgow Guarantee Application Form

At the top of the application form is the job description and person specification, so you can easily view and refer to this when completing your application form.

The application form will look like the following:
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· The red question mark provides hints and tips
· Word count is available to check how many words have been written
· There is a 1 HOUR time limit on completing the application 
· An alert will pop up when the hour is near
· You can submit your application and edit/amend it later from the ‘Application History’ as long as the vacancy is still live.

Glasgow Guarantee Application Form
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Key things to consider in your answer:
1. Why are you interested in this apprenticeship/job?
2. Why do you think you would be good at the apprenticeship/job?
3. What do you know about the apprenticeship/job and what is involved?
4. What do you know about the company you are applying too? If nothing, please do some research!
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Key things to consider in your answer:
1. What key skills do you have, which are relevant to the role you are applying for?
2. Look at the job description and think about what you need to be good at, to do the job/apprenticeship.
3. Give examples of things you have done or studied that show your skills, which match the job/apprenticeship you are applying for.
4. Some examples of skills are: team work, organisation, customer service, communication, IT literate, time management and problem solving.

Glasgow Guarantee Application Form
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Key things to consider in your answer:
1. What qualities do you have, which are relevant to the role you are applying for?
2. Look at the job description and think about what qualities you need, to do the job/apprenticeship.
3. Some examples of qualities are: honesty, kindness, good work ethic, loyalty, trustworthiness, responsibility and reliability
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Key things to consider in your answer:
1. Any other information you may wish to be considered in your application that is relevant to the apprenticeship/job.
2. What are your hobbies and interests: are you a member of any clubs/groups/teams?
3. Mention any work experience including work placements and voluntary work.
4. Some roles require a driving licence, so you could mention if you have one or are currently taking lessons.



Glasgow Guarantee Application Form
Qualifications

[bookmark: _Hlk40360607]You can add qualifications by clicking on the qualifications icon in your account
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· Select school / FE/HE / Other from Establishment Type
· Select your school / college / university from Establishment Name
· Enter the dates you attended
· If you haven’t left school/college, enter the date you will leave
Glasgow Guarantee Application Form
Qualifications

· Select Create Qualification
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· You can select your qualification type, subject name and grade
· If you haven’t received your grade yet, please select ‘Pending’
· Enter the date you were awarded the grade or the date you will be sitting your exam


Glasgow Guarantee Application Form
Work Experience

You can add details of any voluntary, paid and unpaid work experience by clicking on the Work Experience icon in your account.
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Glasgow Guarantee Application Form:
Examples

This section may be useful for school leavers or young people who are interested in applying for apprenticeships/jobs but may not have much experience of writing an application form. These examples can be used as a guide to help you write your own application

Why have you applied for this position?

Key things to consider in your answer:
1. Why are you interested in this apprenticeship/job?
2. Why do you think you would be good at the apprenticeship/job?
3. What do you know about the apprenticeship/job and what is involved?
4. What do you know about the company you are applying too? If nothing, please do some research!
Example 1 (Childcare):

I really love working with children and I would be really interested in working for ‘Childcare Company’ as a childcare worker. This would be a great role for me because I am very friendly and approachable and have experience in nursery settings during a recent work placement. I am also very well spoken and have great communication and written skills. I believe I could make a positive impact on young children and help children develop through the early stages of their lives. 

I understand the role of childcare worker would involve working as part of a team, creating and setting up activities for learning and play and helping with the children’s social and emotional development. ‘Childcare Company’ employ 10 staff members and provide care and learning to 90 children between 0-5 years. I am a very hard-working young person and would give 100% effort to all tasks asked of me and when completing my training. I feel an apprenticeship is the right option for me at this stage in my career development, as I learn best by doing. I am ready to leave school and enter the world of work and continue to gain new skills and experience.

Example 2 (Construction):

I have always been very interested in the construction trade and would love to become an electrician. I am interested in this apprenticeship because I know that this would give me the stepping stones I need to start a successful career in the trade. ‘Construction Company’ is a very successful company who I believe would help me obtain the skills, training and knowledge that I need to develop into a successful electrician. I believe I would be a good electrician, as I have gained some knowledge and practical skills by completing a National Progression Award in Building Services at College. During the course, I learned basic electrical installation operations as well as plumbing, heating and ventilation, refrigeration and air conditioning operations. The work based on electrical installation was my favourite and I really enjoyed all aspects of this and did well in my course work. I have also completed 4 weeks work experience as a labourer to an electrician and learned a lot from this. I would be able to use this experience if successful in securing this apprenticeship.

I know that ‘Construction Company’ has been operating since 2003 and has an excellent reputation for being a professional company with highly skilled electricians. They provide services to residential, commercial and industrial clients and are involved in the installation of systems that control heating and ventilation.

Example 3 (Administration):

I have applied for the role of administration apprentice as business administration has always been my favourite subject in school.  I also completed work experience in an office last year and I loved it, which is why I am sure that this is the career route that I want to take. 

I have researched ‘Housing Association’ and found that you have over 1000 customers over the Glasgow area and have been established for the last 20 years. I see on your website that you have over 50 employees and that you commit to training and developing your staff, I feel that this would be a great place to start my career in administration. 




























Glasgow Guarantee Application Form:
Examples

Key Skills & Qualities

Key things to consider in your answer:
1. What qualities do you have, which are relevant to the role you are applying for?
2. Look at the job description and think about what qualities you need, to do the job/apprenticeship.
3. Some examples of qualities are: honesty, kindness, work ethic, loyalty, trustworthiness, responsibility and reliability
Example 1 (Childcare):

To be a successful childcare worker, you need to be an excellent communicator, as you will be working with children of various ages and written/spoken abilities. I feel that I am very good at communicating with others including children and adults, as I have experience communicating with young children during my work experience placement and within my personal life, as I have two younger siblings, who I have helped looked after since birth. I can also talk very well with adults, a skill I have developed during school in presentations and also in my part time job in my local retail shop. I am a very organised person and always completed school work on time and to a high standard. I also have experience organising activities and day trips for my brothers and sisters. When I am babysitting, I make sure that I have the day planned out and all activities and food prepared. This helps me stay focused and in control and I would be able to use my organisation skills during an apprenticeship. Another skill I feel is important and one that I have, is being responsible. I am often in charge of looking after my brothers and sisters and will always remain calm in any difficult situation. Finally, I have lots of experience working as part of a team. I have completed school group based projects and helped nursery staff when I was on work experience placement. I feel I coped well and got on with others. I am very confident and chatty and would be able to fit in well to a team.

Example 2 (Construction):

I believe I have all the relevant skills and qualities that make me right for this apprenticeship. Firstly, I am a practical individual who has experienced physical work during a work experience placement as a labourer. Through this opportunity, I learned the importance of health and safety in the workplace when dealing with tools and machinery and I understand the need for Personal Protective Equipment (PPE). I am also a very methodical worker and have demonstrated this through my NPA College course and school work. My practical nature can be further evidenced through helping my dad with basic electrical odd jobs around the house. I have also undertaken a project at my local community centre, where I helped to paint the centre with a team of other volunteers. This project has demonstrated my time management skills, as we were working to a deadline, as well as my ability to get on well with others. I believe my hardworking nature is reflected in the fact that I have a part time job. I currently work at my local pizza takeaway at the weekends and have responsibility for helping customers and cash management. Balancing this with my full-time studies demonstrates my ability to manage workloads. I always give 100% in all that I do and I would continue to work hard if given the opportunity to take up the apprenticeship.

Example 3 (Administration):

For the last 3 years in school I have studied Business Administration.  This year I studied Higher Administration, which I feel has provided me with a good foundation to go on and do an apprenticeship. I have gained basic skills, which I feel will benefit me in the role of an administrator including knowledge of Microsoft packages and excellent keyboard skills. I am highly organised and can prioritise my workload and time manage. An example of this is when I was on my work experience, I had to update a database with customers’ details by a set date; this was something I had to do whilst also doing other tasks like typing letters and answering the phone. I had to prioritise my working schedule to meet this time deadline and managed to complete the task early. I have developed good communication skills and feel confident in communicating with others either in a face to face environment, over the telephone or via email and letter. I am polite and presentable and have a positive attitude along with a helpful, friendly and approachable personality, which would ensure that customers of ‘Housing Association’ would feel welcomed and comfortable when contacting the company. At school I was part of our year book and prom committee. This helped to develop my communication skills greatly, as I had to contact suppliers as well as work as part of a team to make sure that the tasks were completed on time. 













Glasgow Guarantee Application Form:
Examples

Supporting Statement

Key things to consider in your answer:
1. Any other information you may wish to be considered that is relevant to the apprenticeship/job.
2. What are your hobbies and interests: are you a member of any clubs/groups/teams?
3. Mention any work experience including work placements and voluntary work.
4. Some roles require a driving licence, so you could mention if you have one or are taking lessons.
Example 1 (Childcare):

I feel I have gained a lot during my time in school and am proud of my achievements. I am now ready to leave school and continue to the next stage of my learning. An apprenticeship is the best option for me, as I learn well by doing and I am also very interested to gain more qualifications and skills and look forward to continuing my study. As I mentioned previously, I have some experience of the workplace during placement within a local nursery and within my part time retail job. I feel I am ready to develop my work experience and I would be able to handle the duties and requirements expected of me. I often help-out at my local community centre and set up the hall for activities and sports. I also help with serving snacks. 

Example 2 (Construction):

I feel I am now ready to explore working life and gaining an apprenticeship is the next step for me, as I would like to continue to learn while gaining practical experience at the same time. I feel that a modern apprenticeship is the next step for me, as I already have experience of the world of work and within construction during my work placement. I appreciate the demands and responsibilities that come with full time work. I have recently gained my CSCS Card and have passed the SECTT test and have very good numerical and practical skills. I am also very active and physically fit, as I attend the gym most days and would be able to undertake any physical and heavy tasks. I am also able to work at height. I am currently undertaking driving lessons and hope to pass my driving test soon. I would welcome the opportunity to work for ‘Construction Company’ in the future and hope to be successful with this application.

Example 3 (Administration):

[bookmark: _GoBack]In my spare time I enjoy keeping fit and active. I regularly go to the gym and I also swim a few times per week.  I also love socialising and going out with my friends and family. I am now reaching the end of 6th year and I feel that an apprenticeship is the route that would suit me best. I like the idea of being able to work whilst doing a qualification and getting on the job training; I feel that this is a great way to learn. As I have mentioned, I have always enjoyed administration throughout school and having had my work experience in an office, I got a feel for what it would be like to work as an administration assistant in the future. 
Now It’s Your Turn

You are now ready to complete the Glasgow Guarantee application form but before you do, you might want to write some ideas on what you want to say in the following sections. This can be copied and pasted into the Glasgow Guarantee application form, when you are ready to complete it. Remember to spell check!!

Please use the space provided:

Why did you apply for this position?










Key Skills







Qualities












Supporting Statement
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Key Responsibilities Experience & Knowledge

Report to Lighting Manager Technical subjects from school will help with understanding the

Respond to councillor requests
Visit sites and compile reports
Input data onto ICT systems Any Additional Requirements
Assist with design of new lighting systems Driving licence preferred

business

Key Skills
Driving: While a full licence is not essential in year one, it is necessary

to obtain a licence in order to complete the training.

Technical: You will need to be able to read and understand technical
drawings and diagnose faults.

Good communication skills and manner when dealing with members of
the public and fellow workers.

Apprenticeship Framework Level
SVQ Level 3

Apprenticeship Framework Title
Electrical Technician

Training Provider
Glasgow City Council and EKGTA
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Why have you applied for this position?

0 Words*

Key Skills

0 Words*

Qualities

0 Words*

Supporting Statement
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Work Experience

Employer

Job Title [ Job Description Date From Date To
Name

Work Shawlands Complsted 1 week work experience in my school's office. Duties included: Welcoming gussts to the school

. . . o . . 11/03/2019 15/03/2019
Experience Academy  Making sure guests signed the visitors book Photocopied documents Any other related duties

Qualifications

Qualification Type Subject Grade Establishment Date Awarded/Sitting

National 5 Administration and IT A Shawlands Academy 19/08/2019

Higher / Skills for Work Higher English B Shawlands Academy 19/08/2019
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Add qualifications Add work experience
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Create My Establishment

Personal Details
Qualifications
Work Experience
Key Skills & Qualities
Sector Interests
Eligibility
Equal Opportunities
Saved Vacancies

Application History

Please fill in the fields below.

Establishment Type

Please Select
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Create My Establishment

Shawlands Academy 08/2015 06/2020 = X

Create Qualification

No Qualifications have been added.
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Qualification Establishment
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Glasgow Guarantee Vacancies Business Case Studies
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Complete your Glasgow Guarantee account 3/3
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JOB TITLE: MA Electrical REFERENCE NUMBER:
Engineer GGA-2020-263

9am-5pm

Glasgow City Council - N&S

Modern Apprenticeship

Job Description

DUE TO FUNDING CRITERIA, THIS VACANCY IS AVAILABLE TO THE
FOLLOWING:

16-19 YEAR OLDS

20-29 YEAR OLDS WITH A DISABILITY

20-29 YEAR OLDS WHO ARE CARE EXPERIENCED

Working in an office based environment and outdoors surveying and
monitoring Glasgow’s street lighting assets. You will be based at 727
London Road Office where you will learn to monitor, maintain and
provide technical advice to maintain street lighting.

Your Modern Apprenticeship consists of a 4 year programme attending
a further education college where you will complete your electrician
qualification.

HOURS OF WORK :

SALARY/WAGE:
£9009.85/£4.95 p/h

CLOSING DATE:
31/05/2020

Company profile

Neighbourhoods and Sustainability deliver essential frontline services,
which are designed to help achieve our aim of creating a cleaner, safer,
better Glasgow. Through citizen engagement and working together
with our city partners we provide enhanced service delivery, ensuring
that the needs and demands of communities and neighborhoods are
supported and responded to at a local level.

For more info on what our service does, please click on the link below:
https://www.youtube.com/watch?v=4r8HEkaMi38#action=share

Education, Qualifications and Training

Minimum 2 Highers and National 5 in Maths & English.

National 4 Physics.

Core Skills at SCQF Level 5

Passed SECTT pre-employment assessment and bring this proof to
interview

http://www.sectt.org.uk/assessment.html
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whatever your background or personal circumstances we can help you to find your next job
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