
HOW TO FIND AN

ESSENTIAL CV AND 
INTERVIEW TIPS

APPRENTICESHIP



WHAT IS AN
APPRENTICESHIP?

HOW MUCH DO 
APPRENTICES GET PAID?
Employers pay every apprentice, 
as agreed in their contract of 
employment. 

The government sets a rate for the 
apprenticeship minimum wage - visit 
gov.uk/national-minimum-wage-
rates to find out more.

Employers may pay much more than 
this rate to ensure they have the best 
apprentice for their business.

WHY SHOULD 
I BECOME AN 
APPRENTICE?
An apprenticeship will help you 
build the skills, knowledge and 
confidence to start your career. 
Apprenticeships have many 
advantages such as:

•	 hands on relevant experience 
rather than classroom based 
study

•	 positive career prospects

•	 earn while you learn

•	 paid holidays

•	 no debt for degree 
apprenticeships

•	 support and guidance from 
your employer and assessor.

An apprenticeship is full or part-time 
employment, which includes training, 
while earning a wage. Apprenticeships 
start at Level 2 and can go up to 
degree level. 

They may last 12 months or 48, 
depending on the learner and sector. 
For some apprenticeships, such as 
plumbing, you will attend college on a 
day release basis. 

There are entry requirements 
for apprenticeships, which vary 
depending on the area you choose. 
Good Maths and English grades are 
required for apprenticeships.
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APPRENTICESHIP?

TOP TIP
Check out employer 
websites too if there is 
a company you would 
particularly like to work for.

Most big employers will 
have a careers page on 
their site.

Finding an apprenticeship can be challenging 
but there are a number of websites dedicated 
to advertising apprenticeship vacancies.

A good starting point is the goverment’s find 
an apprenticeship site: 
https://www.gov.uk/apply-apprenticeship

Other useful websites include:

RATE MY APPRENTICESHIP
https://www.ratemyapprenticeship.co.uk

GETMYFIRSTJOB
https://www.getmyfirstjob.co.uk

ALL ABOUT SCHOOL LEAVERS
https://www.allaboutschoolleavers.co.uk/jobs

AMAZING APPRENTICESHIPS
https://amazingapprenticeships.com

You can do job searches, create accounts and 
set up notifications on all of these.

WHERE TO FIND AN
APPRENTICESHIP?
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TOP TIP
Tell your family & friends 
that you are applying for 
an apprenticeship. 

The more people who 
know the more who can 
help and spread the word.

Many vacancies never get advertised so 
you need to be pro-active. Use social media 
network sites such as Facebook, LinkedIn, 
Twitter and Instagram to follow company 
pages. Look for firms that are expanding, have 
gained new contracts or are new to the area. 
If you contact these employers directly it will 
show that you are resourceful and can use 
your initiative. 

Think about employers local to you that you 
would like to work for and approach them 
directly.  Use resources such as Yell.com  
https://www.yell.com/ to get you started.

You can Email, telephone or visit employers. 
Even if they do not have any current vacancies 
they may keep your details and contact you in 
the future. 

HIDDEN VACANCIES
AND SPECULATIVE
APPLICATIONS
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CURRENTLY AT COLLEGE?
1.	Call in to the FAB Futures team for 

advice and guidance on completing 
an application form, creating a CV 
and developing employability skills.

2.	Our Apprenticeship Advisors will help 
you to assess whether you are ready 
for work, apply for current vacancies 
and add you to our talent pool.

3.	We can also refer you to other 
sources of apprenticeship vacancies.

HOW TO
APPLY
STILL AT SCHOOL? 
1.	Find out about 

apprenticeships from your 
school careers advisor, or visit 
our website.

2.	Complete an application form 
at wigan-leigh.ac.uk/apply

3. You will have an interview 
with our Admissions Team 
possibly at school.

4. We will need your CV to 
help you find employment 
through our apprenticeship 
vacancies.

5. Once you have secured 
employment, we will sign you 
up to an apprenticeship.

ALREADY EMPLOYED?
Call the Employer Engagement team
on 01942 761851 or email
apprenticeships@wigan-leigh.ac.uk
to arrange your sign up.

CV and  
employability skills

Get an interview

Find out which career 
is right for you

Apply for apprenticeship 
vacancies

Secure an 
apprenticeship

THE APPRENTICESHIP JOURNEY

BE ORGANISED
Keep a job log to track the employers 
you have contacted and the outcome.
Remember to be persistent and stay 
positive. See pages 14 & 15
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A CV is typically a two page document 
that showcases your abilities, qualities, 
education and work history which an 
employer uses to shortlist you for an 
interview. If you are still at school you may 
only fill one page as your work history will 
be relatively short. You need your CV to 
be professional, up to date and formatted 
correctly for the best chance of being 
shortlisted for an interview. Your CV is your 
key to securing an apprenticeship.

WHAT SHOULD MY CV LOOK LIKE? 
Your CV should have six sections:

1. �Personal details - full name, home address, contact number, 
email address.

2. �Personal profile - a summary of your background, aspirations and 
career intentions.

3. �Education - this should be listed in chronological order (most 
recent at the top), for example, university, college, high school. You 
do not need to include anything before your secondary education. 
If you don’t have your final results include predicted grades.

4. �Employment history - this should be listed in chronological 
order (most recent at the top), for example part-time jobs, 
work experience during school, voluntary work or full-time 
employment. Under each experience you need a summary of the 
duties you carried out.

5. �Achievements, hobbies and interests - specify any short courses 
you’ve completed such as First Aid, Health and Safety or Food 
Hygiene, then state your hobbies and interests. Include skills 
relevant to the career you’re applying for, as well as generally, such 
as teamwork, problem solving and resilience.

6. �References - you don’t have to list these on your CV because 
they are normally requested after an interview. Remember to get 
permission first.

WHY DO I
NEED A CV?
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Before you start approaching 
employers and registering on 
vacancy sites make sure that you 
have a CV that stands out.

There are many different types of CV. 

Remember to make it clear, concise 
and focus on what makes you the 
right candidate. 

Which skills are needed for the type 
of work? 

Try to include these in your CV. 

Especially if you have relevant 
technical skills.

Here are some of the top skills 
employers say they are looking for.

•	 Effective communication
•	 Resilience
•	 Commercial awareness
•	 Leadership and management
•	 Planning and research skills
•	 Adaptability
•	 Teamwork
•	 Interpersonal skills
•	 Relevant work experience

GETTING YOUR
CV RIGHT

Spend time getting your CV right.

Make sure you have included all the 
activities you have been involved 
in and give examples of how these 
have developed your skills
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CV EXAMPLE

TOP TIP
•	 Use bold font to highlight and separate important 

information

•	 Date/achievements in chronological order - newest first

•	 Black ink on white paper in Arial size 10-12 makes 
content neat and readable

•	 No longer than two pages

•	 If you are applying for more than one job be sure to 
tailor your CV for each job

2023 - Present

2016 - 2021

2023

Leigh College.
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PROFILE PHOTO
Start With a Strong Profile Photo

Choose a professional headshot: 

A clean, well-lit photo where you’re 
dressed appropriately for your 
industry.

Avoid casual or overly formal 
pictures. A friendly, approachable 
demeanor works best.

1
WRITE A COMPELLING 
HEADLINE
Go beyond just “Student at Wigan & 
Leigh College.” 
Include your career goals or skills, e.g., 

“Aspiring Software Engineer 
| Passionate About Web 
Development”.

2

HIGHLIGHT YOUR 
EDUCATION
List your college, qualifications,  
and any notable achievements  
(e.g. scholarships, relevant 
coursework).

Mention extracurricular activities 
or leadership roles related to your 
career.

4
CRAFT AN ENGAGING 
SUMMARY
Use the “About” section to tell your 
story. Include:

•	 Your field of interest.

•	 Key skills or experiences relevant 
to your goals.

•	 What you’re looking for (e.g., “I’m 
seeking opportunities to apply my 
skills in [field].”).

•	 Keep it concise but authentic. Use 
a professional tone.

3

CREATING A
LINKEDIN PROFILE

BUILD A SKILLS SECTION
Add both hard and soft skills 
relevant to your target roles.

Examples: Python, Social Media 
Marketing, Communication, 
Problem-Solving.

Endorsements from peers, tutors, or 
mentors can boost credibility.

5
SHOWCASE WORK 
EXPERIENCE
Include part-time jobs, volunteer roles, 
or student ambassador involvement.

Use bullet points to describe  
responsibilities and accomplishments, 
focusing on results or impact.

6
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OPTIMISE YOUR 
CONNECTIONS
Connect with classmates and 
professionals in your field.

Personalise connection requests 
by explaining why you’d like to 
connect.

8

ACTIVELY ENGAGE
Post updates about your learning 
journey or projects.

Share articles or comment 
thoughtfully on others’ posts.

Join LinkedIn groups in your area of 
interest to network and learn.

10
CUSTOMISE YOUR URL
Create a personalised LinkedIn URL 
(e.g., linkedin.com/in/yourname).

This looks cleaner and is easier to 
share on CVs or email signatures.

9

SEEK RECOMMENDATIONS
Request short, specific 
recommendations from tutors, work 
experience, or mentors.

Recommendations reinforce your 
skills and work ethic.

12
LEVERAGE KEYWORDS
Research keywords in job 
descriptions for your desired roles.

Use these keywords throughout 
your profile (headline, summary, 
skills, and experience sections).

11

USE LINKEDIN LEARNING
Complete free courses related to 
your field and display certifications 
on your profile.

14

By thoughtfully crafting and 
maintaining your LinkedIn profile, 
you can make a strong impression 
on potential employers and create 
opportunities for networking and 
professional growth.

STAY ACTIVE
Regularly update your profile 
with new skills, qualifications, or 
experiences.

Engage with professional content 
to keep your profile visible to your 
network.

13

10

USE THE FEATURED SECTION
Highlight projects, presentations,  
or certifications. Upload relevant 
work samples, such as:

•	 A coding project
•	 A design portfolio
•	 A presentation
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GETTING YOUR
SUPPORTING
LETTERS RIGHT

COVERING LETTER
Should be sent with your CV when 
you are applying to a job that you 
have seen advertised.

It should explain what job you are 
applying for and why you believe you 
are suited to it

It needs to include any additional 
information that is not on your 
CV that further supports your 
application.

You will need a covering letter 
and a speculative letter to 
support your search.

SPECULATIVE LETTER
Should be sent with your CV when 
you are enquiring whether there 
are any available vacancies within 
a company.

A speculative letter needs to be 
targeted. Find out about the 
employer you are sending it to 
and include why you want to work 
for this employer.
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COVER LETTER

TOP TIP
•	��� Use bold font to highlight and separate 

important information

•	� Black ink on white paper in Arial size 10-12 
makes content neat and readable

•	 No longer than one page

•	 If you are applying for more than one job be 
sure to tailor your cover letter for each job

Sam Anyone
54 The Close
Herechester

HC5 1CH
Sam@yahoo.co.uk

07788 000000Ms Geraldine Cranefield
International Plumbing House
XYZ Business Park
Herechester
HC7 4JP

Dear Ms Cranefield

2023 Plumbing Apprenticeship Programme
I would like to enquire about any possible apprenticeships that you may be advertising over the next few months and I am attaching my CV. I would like to continue my training through combining practical, on-the-job learning with classroom experience and I am particularly interested in all aspects of domestic plumbing.

Since completing my GCSEs I have attended college full-time and gained my Level 2 qualification in Plumbing. I have also worked at Foodhouse Superstore, covering shifts as rostered. I have worked mainly in stock replenishment, helping out on other teams if needed, including customer service, on tills and the shop floor.

I have done work experience at Plumbing To Go where I spent time on site with the plumbers and worked in the office to see how jobs are booked and scheduled. I was particularly fascinated by how heating and ventilation systems are planned in the design of a building.

My time management and organisational skills have helped me to combine college work with my weekend job while also keeping up my sports. I was pleased that I helped my football team to win the cup at the same time as achieving good grades.

I am keen to work for International Plumbing as it is a local company that is involved in a range of domestic work. I would like to use my existing plumbing skills to work on your new projects on the Worsley Mesnes new build site which is an environmentally friendly build.

I look forward to hearing from you.

Sign your name here

EXAMPLE

12



INTERVIEWS

AVOID NEGATIVE 
LANGUAGE:
• I can’t

• I think so

• I don’t know

• slang phrases.

FIRST 
IMPRESSIONS

COUNT, 
MAKE IT A  
GOOD ONE

BEFORE YOUR 
INTERVIEW
•	 Make sure you read the job 

description carefully so you can 
relate to it at interview.

•	 Research your employer. Search 
for them on the internet and find 
out more about them.

•	 Plan and be prepared - find out 
the location of your interview and 
decide how you will get there. 
Check public transport routes 
and carry out a test run, so you 
know where you are going.

•	 Think about the questions that 
the interviewer may ask you 
and prepare some answers 
using examples from your own 
experience.

•	 Prepare some questions for them.

•	 Make sure your outfit is clean and 
ready to wear on the day.

•	 Have a printed copy of your 
CV, one for you and copies for 
whoever is interviewing you.

THE STAR METHOD
Look at the STAR method to 
help you prepare answers for 
applications and interviews, this 
link explains this fully.

https://nationalcareers.service.gov.
uk/careers-advice/interview-advice/
the-star-method

DURING YOUR 
INTERVIEW
•	 Arrive on time and greet your 

interviewer with confidence.

•	� Display positive body language, 
posture, eye contact, show 
enthusiasm.

•	 Speak clearly.

•	� When the interviewer asks 
you about team work, 
communication skills and 
organisational skills provide real 
examples of your experience. 

•	� If you don’t understand the 
question, don’t worry. Politely ask 
them to repeat the question and 
provide more details.
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TELL ME ABOUT YOURSELF
Get straight to the point and don’t 
spend too long on this question.

1
WHY HAVE YOU CHOSEN 
TO APPLY FOR THIS 
APPRENTICESHIP?
Make your answer specific to  
the job role and the employer. 

2

WHY DO YOU WANT TO 
LEAVE YOUR CURRENT JOB/
COURSE?
Don’t say anything negative about 
your current employer or college. 
Find a positive reason for why you 
are leaving perhaps relating to your 
progression.

4
�WHAT ARE YOUR 
STRENGTHS?
Use examples that tie in with the 
job you are applying for, so if it’s an 
accountancy role mention you’re 
good at calculating numbers 
quickly and using mental maths.

3

WHY DO YOU WANT 
TO WORK FOR THIS 
EMPLOYER?
Remember your research.

5
TELL ME ABOUT A TIME 
YOU’VE WORKED AS A TEAM
Use a good example from your 
employment history, college, 
volunteering activity.

6

DO YOU HAVE ANY QUESTIONS?
• What are the next steps in this interview process?
• Are there any progression opportunities?
• Who will I be working with and where will I be based?
• Please could you tell me about the working hours?
• What is a typical career path for someone in this role?

7

QUESTIONS MAY INCLUDE:

INTERVIEW
QUESTIONS
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WHAT TO WEAR
FOR YOUR INTERVIEW

NATURAL 
LOOKING 
MAKE-UP

LIGHT SHIRT 
OR BLOUSE

NO BULKY 
JEWELLERY

APPROPRIATE
LENGTH SKIRT

POLISHED 
CLOSED-TOE SHOES

POLISHED 
SHOES

PRESSED 
TROUSERS

MATCHING BELT 
AND SHOES

APPROPRIATE 
TIE

CLEAN SHAVEN 
OR WELL 
GROOMED 
BEARD

PRESSED 
SUIT

FRESH HAIRCUT OR HEAD COVERING

GOOD
LUCK
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CONTACT US FOR MORE INFORMATION
If you require any further information: 

You can contact our apprenticeship team or view our
apprenticeship vacancies online

01942 761111
apprenticeships@wigan-leigh.ac.uk

visit: wigan-leigh.ac.uk/apprenticeships


