Apprenticeship Fair Vacancies – Template

	Employer Details

	Employer/Trading Name
	
	

	Do you wish to remain anonymous on the advert?
	Yes/No
	

	Employer Address
	
	

	Website
	
	

	Industry
	
	Bath College to input

	EDRS number
	
	Bath College to input

	Company description
	
	

	Contact Details 

	First Name
	
	

	Surname
	
	

	Position
	
	

	Telephone
	
	

	Mobile
	
	

	Email
	
	Please use the email address you wish to have applications sent to

	Can be contacted using
	
	

	Vacancy Details

	Number of vacancies
	
	

	Job reference Code
	
	Bath College to input

	Advert title
	
	

	Salary
	
	Per week
(min £3.90ph from April 2019)

	Course Details

	Standard 
	
	Bath College to input

	Level
	
	Bath College to input

	Duration 
	
	Bath College to input

	Advert

	Working week
	
	Total hours per week and working hours/days (37 hours 9-5 Monday to Friday etc.)

	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.

	Description of regular activities
	
	

	Short description of vacancy (256 characters maximum)
	
	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.

	About the Candidate

	Skills required
	
	

	Qualification required
	
	

	Personal qualities required
	
	

	Additional Details

	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.

	Other important information
	
	Optional 

	Reality check
	
	Optional 

	Key Dates

	Closing date
	
	2 weeks minimum, 4 weeks recommended

	Interview date
	
	

	Possible start date
	
	

	Job Description attached:
	Yes/No

Please return a copy of the job description if available.
	


Please return vacancy proforma to John Jefferies, New Business & Development Manager: john.jefferies@bathcollege.ac.uk 
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