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Traineeship Vacancies Online Template
	Vacancy Details


	

	Vacancy Title
This needs to be something concise as it is used in the search criteria 

Example: 
Trainee Digital Printer / Customer Service Trainee
	

	Employer Name
	

	Employer Address & Postcode
	

	Contact Details 

	Title
	

	
	First Name 
	

	
	Surname
	

	
	Position
	

	
	Telephone
	

	
	Mobile (optional)
	

	
	Email Address
	

	
	Fax Number (Optional)
	

	
	Contact by email/phone/fax?
	

	Full description

This is used as an overview of the role, aim to give a good clear picture of the responsibilities using bullet points.
	

	Short description
This is used to initially catch the attention of the potential applicant – It is the first thing the applicant will see when they search. It needs to be punchy and short.  2 or 3 sentences only.

There is a 256 text limit in this section

Example. Excellent opportunity working for an established insurance company based in the West Midlands, with 20 years experience in conveyancing.  You will work in a busy Customer Service department.
	

	Traineeship Pathway

(technical, business, customer service)
	

	Number of positions available
	

	Duration of Traineeship
	12 weeks

	Working Week (Days and Hours)
Example
24hpw: Mon–Wed, 9-5

State if shift work is included or any other relevant information
	

	Future prospects description
Here you can enter anything that is relevant like the possibility of progressing into an apprenticeship upon completion of the traineeship  
	

	Contact name

This is contact name of the person who will upload the vacancy on to Av (Learning Provider)
	


	Employer Details


	

	Employers name
	

	Employers anonymous name (if selected)
	

	Employer Description 
Enter a sentence giving a description of the employer. 

For example; An established insurance company, based in the West Midlands, with 25 years experience in commercial underwriting

	

	Employer website and logo

	


	Vacancy Location


	

	Vacancy Location & Postcode
	


	About the Candidate



	Skills required
 E.g.  Computer literate, effective customer service, team leader

	

	Qualifications required 

Enter the minimum grades/qualifications you require for this role.  Remember these are what you require for the role and not what you desire so be realistic.

Please enter the words ‘or equivalent grades’ at the end of the category .

Example

GCSE A-C English and Maths or equivalent grades
	

	Personal qualities
These are soft skills such as:

Positive attitude, motivated, enthusiastic able to work under own initiative.

	


	Additional Detail



	Important Other Information 
	Vacancy will close early if the right candidate is found - apply early to avoid disappointment.

Please note you may be contacted via e-mail for interview.




	Supplementary Application Form Questions



	Two Vacancy Specific Questions:


	Question one:

Question two:



	Key Dates



	Closing date


	

	Interview start date


	

	Possible start date


	


