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About This Guide
At Careersbox we’ve been working with employers, careers professionals, schools, 
colleges, universities and students for years. We offer free careers information, 
opportunities and film media to help students and job seekers make better informed 
decisions about their futures through our free-to-use online resources  at 
www.careersbox.co.uk  and initiatives like National Careers Week.

In this guide we have worked closely with students, careers professionals and 
employers to bring together a collection of useful information and present the 
options that are available to you now that you are receiving your results. 
We wish you all the very best.

www.careersbox.co.uk
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Know 
your numbers

Have contact numbers of any 
employers or apprenticeship 
providers who made you a 

conditional offer ready in case 
you don’t get the grades 

they asked for.

Be prepared
Know what you’ll do in the best 

and worst case scenarios. Chat to 
your parents, teachers or a 
careers adviser about your 
options and read the rest of 

this guide to find out 
more.

Help is on hand
The National Exam Results 

Helpline is staffed by careers 
advisers who can answer any 

questions you have. The number 
is 0808 100 8000, so save it in 

your phone.

Don’t panic
No matter what grades you get you 
will still have plenty of options. Go 
with friends to get your results so 

you can celebrate together and 
lend support to each other.

www.careersbox.co.uk



If you want to continue learning or don’t think you’re quite ready for the 
world of work yet then continuing with further education is a great way to 
develop your knowledge in subject areas that you enjoy. Studying at college 
allows you to gain new qualifications which will bulk up your CV, making you 
more valuable to employers and it’s also a must if you are thinking about 
going on to study at university.

Is University right for you?
University and higher education allow you to experience a rich cultural and social 
scene, meeting a variety of new people from across the country and around the 
world whilst studying a subject you have a passion for. With more than 50,000 
courses available in a variety of academic and work-related subjects at over 130 
universities and colleges, there's sure to be one that’s right for you. University is a 
big commitment, so think carefully; most courses take at least 3 years to complete 
and many students find themselves in debt by the time they graduate.

What are the benefits?
Studying for a higher education qualification is about taking your education to the 
next step. It can also lead to a wider range of opportunities, a more rewarding 
career and increased earning potential. A higher education qualification can help 
you build skills and confidence and open up new opportunities.

What's the cost?
The majority of students graduate with debts now averaging around £20k but 
financial support is available and repayments are linked to your earnings once 
you’ve secured a job. So while finances shouldn’t prevent anyone going to 
university they do need to be considered.

Staying in Further Education
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Diplomas
The Diploma qualification offers 14 to 19 year olds practical, 
hands-on experience as well as classroom learning. It’s 
designed to help you develop the knowledge and skills 
employers and universities want. Diplomas in a variety of 
subject areas are currently available in selected schools and 
colleges and can be taken in combination with Standards 
and Highers.

Apprenticeships are a way of combining work and study, 
allowing you to get paid and gain qualifications. They also 
develop your skills, making you more employable, as you will 
be working in a company throughout your apprenticeship.

More and more employers are offering apprenticeships now 
as they value the practical skills and work-related know-how 
that their apprentices gain. Apprenticeships can take 
between one and four years to complete depending on the 
level of the apprenticeship and your ability. The minimum 
salary is set at £95 a week but many apprentices earn 
significantly more.

Apprenticeships are offered by employers and by training 
providers. Training providers arrange for you to study part-
time at a local college and also for you to work with local, 
regional or national employers in a specific industry. Whether 
you take an apprenticeship with an employer or training 
provider you will be supported by experienced staff in the 
workplace and tutors who are experts in you specific industry 
at college.

Apprenticeships

BDO School
Leaver Programme

www.bdo.co.uk/schools

BDO offers a Financial 
School Leaver 
Programme in Audit. The 
programme is five years 
in duration and at the end 
of this you will have 
obtained ACA 
Professional qualifications.

YMCA Training

www.ymcatraining.org.uk

YMCA Training has a wide 
range of courses available 
throughout England. Their 
apprenticeship and 
foundation learning 
programmes can help you 
gain new qualifications 
and skills, as well as the 
opportunity to work and 
earn.

www.careersbox.co.uk



2.  Advanced Apprenticeships

3.  Higher Apprenticeships

Equivalent to two A level passes.

Advanced apprentices work towards qualifications 
such as NVQ Level 3, Functional Skills and, in most 
cases, a relevant knowledge-based certificate such as 
a BTEC. 

To start this programme, you should ideally have five 
GCSEs (grade C or above) or have completed an 
Intermediate Apprenticeship.

Higher Apprentices work towards work-based learning 
qualifications such as NVQ Level 4 and, in some cases, 
knowledge-based qualifications such as Foundation 
degrees, allowing you to earn and learn at the same time.

BT offer award winning 
apprenticeships in IT, 
Telecoms, Customer 

Management and Vehicle 
Maintenance. You can 

register for these 
apprenticeships all year 

round and BT recruit new 
apprentices nationally 

throughout the year.

BT Apprenticeships

www.bt4me.co.uk

AgustaWestland
Apprenticeship

Programmes

www.agustawestland.
com/apprenticeships

AgustaWestland run highly 
regarded Engineering, 

Technician and Business 
apprenticeships which 

allow you to experience 
work in a variety of areas 

while you also earn a 
competitive salary. Intake 

starts September 2011.

Equivalent to five GCSE’s grade C and above.

Intermediate apprentices work towards qualifications 
like NVQ Level 2, Functional Skills, and relevant 
knowledge-based qualification such as BTECs.

Intermediate apprenticeships provide the skills needed 
for your chosen career and allow entry to an Advanced 
Apprenticeship.
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Distance learning is when you study for a qualification away 
from college or university. 

This allows you to study at home in your own time when it 
suits you. Rather than attend classes and lectures, the 
course content is delivered to you online, on DVDs, books, 
podcasts and online lectures with the support of a tutor on 
email or phone. Distance learning is often thought of as an 
option only for mature students, but it is available to all and is 
a cheap and flexible alternative to conventional study.

Put off university by student debts? You can gain higher 
education quaifications in most subjects through distance 
learning providers and have a job at the same time, allowing 
you to fund your studies rather than take out a loan. 
Commitment and self-motivation are a must when it comes 
to distance learning and it is these qualities which make 
distance learners so highly valued by employers.

Undergraduate Programmes

JTL Advanced 
Apprenticeships

www.jtltraining.com

JTL are the leading 
training providers of 
electrical and plumbing 
apprenticeships in the UK. 
Your employer will pay you 
a salary and cover your 
costs while you are 
supported by a dedicated 
Training Officer.

Distance Learning

Employers are increasingly looking at how they can work with 
universities to produce graduates who know more about their 
world of work. This could be for you if you have a high level of 
grades and a desire to gain both practical and academic skills.

With undergraduate programmes you would typically work 
with an employer during holidays or for a year during a 
degree; this is known as a sandwich course. You would then 
study at university for a degree the rest of the time. As well as 
potentially earning a salary on the job another advantage of an 
undergraduate programmes is that you gain valuable 
experience and often stand a good chance of securing a full 
time job with the employer when you complete your studies.

The Institute of 
Business and 
Management

 www.ibam.co.uk

The Institute of Business 
and Management (IBAM) 
offers you the opportunity 
to study for your UK 
university degree in the 
heart of London. Places 
may still be available for 
September 2011.

www.careersbox.co.uk



A popular option is volunteering; going to countries in need of aid and helping to 
build schools and hospitals, working with endangered animals and helping those 
less privileged to live cleaner and safer lives. Volunteering, whether at home or 
abroad is both highly rewarding and a great asset to any CV.
For volunteering visit www.do-it.org.uk.

If you’re considering a gap year make sure you do the following:

Taking a gap year can open a world of opportunities. Whether you want to travel or 
earn money, a gap year is all about gaining life and work experiences. It can help 
you figure out what you want to do in life, broaden your horizons and develop the 
practical skills and experiences that are so important to employers.

Why take a gap year?

Volunteering

Teaching English as a foreign language

A year in industry
Spending a year out of study and in industry will help you develop your work 
experiences, focus on what you might want to do in your career and earn money 
for future studies. It's a great way to further yourself and your career prospects. 
Visit yini.org.uk for industry placements.

Another growing trend is to enroll on global education programmes such as 
teaching English as a foreign language, helping groups of foreign students learn 
English in Africa, Asia and South America. A degree isn’t a necessity either. Often 
all you need is some teaching experience and a good standard of spoken English.

1

2

Have a plan for what you want to do during your gap year. Before 
you know it, another 12 months will have flown by, so make the 
most of this opportunity and don’t waste it lounging on the sofa! 

Work out how much it will cost you. Travelling and volunteering 
can be rewarding but expensive so make sure that whatever your 
plans are you can afford them.

www.careersbox.co.uk www.careersbox.co.uk



your full name

your address

your phone number

an email address (keep it clean)

your career history

Things you might want to include
A personal profile
A short statement at the beginning of your CV to sell yourself and show off your 
skills, experience and personal qualities. Keep the statement relevant to each job 
that you apply for and make it clear that you’re the right person for the job.
Achievements
Things you did well in past jobs which are relevant to the job you’re applying for.

Qualifications and training
Include any qualifications and training from previous jobs, school or college.
Interests
List any hobbies, leisure activities and skills that are relevant to the job.
References
Have a couple of people who can provide a reference. Ideally, one should be your 
most recent employer and you should ask them to agree to this beforehand.

Things you'll need to include
There is no official way to write a CV, it's up to you and because everyone is 
different, everyone’s CV should be different too. However, there are a few things 
you’ll need to include: 

A CV (curriculum vitae) is a short fact file about you, your career history, 
skills and experience. A good CV is essential when looking for work. Your 
CV doesn’t need to be long, normally up to two sides of A4 paper but it 
must be concise, presentable and positive.

www.careersbox.co.uk



Being invited to an interview means you’ve passed the first test. Now you 
need to prepare yourself for the interview to give yourself the best possible 
chance of being successful. Here are our tips.

Before your interview
Research the company
This is essential and will give you confidence if you are asked any question on 
what the company does. Look at their website or ask for an information pack.

Plan your journey
It’s a good idea to travel to the company the day
before the interview to check how long the journey 
will take and to get to know the route.

Fix up, look smart
What you should wear to an interview depends 
on the company you are applying to, but if in 
doubt, it’s always best to dress smart.

On the day
Before you leave
Give yourself plenty of time to get ready and make sure you’ve got all the relevant 
paperwork with you. If you’re delayed, contact the interviewer to let them know.

When you arrive
Aim to get there about ten minutes before your interview. When you arrive give 
your name to the receptionist or whoever is there to greet you and try to relax and 
keep calm. Remember, it’s natural to be nervous and you’re there on merit.

At the interview
First impressions count. Speak clearly, make eye contact and focus on why you 
are the right person for the job.
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If staying in education isn’t for you and you think you’re ready for the 
world of work then it’s probably time for you to get a job and start earning. 
Here are a few helpful ways to find the job that’s right for you.

Newspapers & Online
The national papers often advertise vacancies that are for employees with 
experience but you will still find entry level positions on offer both in the jobs 
sections of their newspapers and their websites. Your local paper will also be a 
great source for jobs in your area. You’ll also find plenty of jobsites online where 
you will be able to sign up for email updates and upload your CV to be viewed 
by employers.

Recruitment Agencies
Registering with recruitment agencies will help you find work. Once you’ve 
registered keep in touch with your consultant so you are one of the first people 
they think of when a suitable position comes up.

Job Centre Plus
This is a government service to help jobseekers into work. You would first need 
to be registered to receive Jobseekers Allowance and you would then have an 
interview with an adviser. You don’t need to be registered to access the 
Jobcentre Plus list of jobs on their website though.

Training schemes
Some of the UK’s largest employers run their own training schemes for school 
leavers. These schemes offer you a full wage and fast-tracked promotions whilst 
you’re supported through training. If you’re interested in a particular employer, 
have a look at their website and see if they run a training scheme.

Starting your own business
If you’ve got an idea for a business, are independent and entrepreneurial then 
you might want to consider starting your own business. Organisations like The 
Prince’s Trust help young people with grants and start-up investment if you can 
show how your business plan can work.

www.careersbox.co.uk



Visit www.careersbox.co.uk for some inspiration. Careersbox has a video library 
containing hundreds of short careers films showing what it’s like to do all sorts of 
jobs, which help you find a job that suits you.

As well as case study films, on Careersbox, you’ll find a collection of Interview 
Technique films called Level 7. You’re going to be invited to an interview at some 
point in your career so watch the Level 7 films to make sure you’re prepared for 
interviews and have a good chance of being as successful as possible.

You can also book an appointment with your nearest career adviser who will give 
you information and advice to help you with your job search.

Still not sure?

Useful links
www.apprenticeships.org.uk - the national apprenticeships website

www.careersbox.co.uk - careers films, opportunities and information

www.careerswales.com - careers information and advice in Wales

www.cityandguilds.com - the UKs leading awarding body for qualifications

www.direct.gov.uk - the official UK government website

www.do-it.org.uk - vacancies for volunteers

nextstep.direct.gov.uk - information, careers advice and resources

www.opendoorsmedia.co.uk - the regional training prospectus

www.ucas.ac.uk - the route to higher education

www.yini.org.uk - student placements for work experience
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