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The Progress GB Development Partnership is part funded by the European Social Found under the Equal Community Initiative Programme
Job search with Jobcentre Plus website

1. Go to www.jobcentreplus.gov.uk
2. Click on Looking for a job?
3. Click on Search for a job under Customers
4. Job group - select the sector (or sectors) you are interested in. You can select a maximum of 5. If you want to do a general search, click on All or General to see job opportunities in every sector. When you have done this, click on Next.

5. Job types and job titles - select the specific job types you are interested in for every sector you have chosen. These are examples of your options:

Admin/Office:

· Admin/Clerical: work in administration, or as an accountant

· Customer service: dealing with customers and solving their problems 

· Central/Local government: work with UK government or your local City Council

· Secretaries 

Armed Forces: 

- Police, Army

Childcare/Health/Care:

· Care/Nursing: work as a carer or nurse with children, older people, or as a dental nurse

· Education: work as assistant in schools or as a nursery nurse (work in pre-schools with very young children aged 3-7)

· Health/Care Managers: work as a manager in the health or care sector

· Scientific: work in specialised sectors such as biochemistry, pharmacies, opticians, laboratories

· Childcare: work with children

· Health Professions: work as a doctor, dentist, optician, nurse, therapist, and so on.

· Health/Care support: work as ambulance staff, care assistant, medical secretary

· Social Work/Community: work as a counsellor (advising people), a youth or community worker (organising activities in the community), social worker (supporting people with issues, for example, drug-users)

Factory/Process:

· Assemblers/Operators: work with industrial machines

· Fitters & Process: work as an operative in the making of products, for example food or glass

· Plant & Machine: work as an operative in specialised sectors for example industrial cleaning or water operative

· Factory & Process Manager: work as a manager in factories

· Goods and Warehouse: work in a warehouse as a controller, driver of specialist vehicles, storage person

· Textile Trades: work in the textile industry as a designer, tailor, leather worker, and so on

Leisure/Tourism/Arts/Media:

· Hospitality & Leisure: work in hotels, restaurants, travel agencies, leisure and sports sector

· Performing Arts: musicians, actors, dancers, writers, artists…

· Travel: work in the travel industry as a travel agent, flight assistant, tour guide, train conductor

· Media: work as a journalist, photographer, audiovisual operator, broadcaster

· Sports/Fitness: work as a sports instructor or player

General:

It is a general search to have a look at different sectors. You can use this search if you have different skills and experiences and you feel that you could work in different sectors.

Professional:

· work as a professional in a variety of sectors for example Business, Engineering, Finance, Public Service, Construction, Environment

Security & Safety:

· work in schools, emergency services or private companies as a security operative or a manager

Transport/Vehicle:


· work as a driver or repairer of vehicles (cars, buses, coaches…)

Animal Care:

· work as a veterinary surgeon or veterinary nurse, as an animal care worker or in pet shops

Bar/Hotel/Food:

· work in bars, hotels and food sector as a waiter, assistant, manager or as a professional, for example baker or butcher

Construction:

· work as a professional for example architect, engineer, site manager, estimator

· general construction work, carpenters, electricians, plasterer, labourer

Finance/Legal:

· Finance: work in banks, accounts, statistics, pension system, tax system

· Legal: work as an administrator, secretary, solicitor, judge

Information Technology (electronics and computers):

· IT Managers & Professions: professional jobs in IT such as graphic designer or systems analyst

· IT Technicians: work as technical assistant for example dealing with customers

Managers:

· work as a manager in a variety of sectors for example construction or business

Retail/Sales:

· General Retail Work: includes a variety of general jobs usually in shops

· Retail/Sales Managers: working as a manager 

· Retail/Sales Professions: more specific professions such as estate agent or sales representative

· Sales/Customer Service: work where you have to deal with people for example shop assistant or cashier

Skilled trades:

This search includes many sectors already mentioned such as Construction or Textile Trades and new sectors such as Hair/Beauty or Agriculture. You can use this search if you are specialised in some particular sector. 

You can only select 5 job titles. When you have done this, click on Next. You are now at step 6:

6. Location – under Either you have to enter the name of the place where you want to work. It can be a town or city, but also a shopping centre or an airport.  You can also enter a postcode, under Or. Under Choose Distance select what distance you want your workplace to be from the place where you live in -  this is very important if, for example, you do not have a problem with working in other places different from where you live. If you do not have a clear idea, you can use the Map Search for the UK. You also can select All Of Great Britain, which means you can work in any place in the UK. The last option is for searching jobs in other countries. When you have done this, click on Next.

7. Preferences -  you now have to be more specific about your search. Under When would you like to work? select the time of the day you would prefer working, for example evenings. Term-time is usually referred to jobs in schools or colleges – it means you only work during the “term”, that is, while the lessons are on. When the lessons finish your job is over. Then, you have to select how many hours per week you would like to work and if you want a temporary or permanent job (temporary means it could only be for some weeks or months). If you select No Preference it means you have no special preference – this choice gives you a wider choice of jobs available. Under What are your search preferences? you have to choose if you want to see the jobs put on the website during the last 24 hours, the last week or month, the last fortnight (2 weeks) or all of them. Usually it is better to select The Last Fortnight or The Last Week - it gives you a wide choice of recent jobs. If you select The Last Month or All Jobs you will probably get a lot of very old job adverts. Finally you have to choose what the most important criteria is in your search. For example, if you select Date Input you are going to get all the most recent jobs first and then the older ones. When you have done this, click on Next. 

8. You have done it! ( You now should have a list of jobs with details about the Job Title, the Location and the Wages. If you click on the Job Title you are interested in you will open a new page with more information about that particular job (step 9).

9. This page gives detailed information about the job: location, hours of work per week, wage, work pattern (what days or time of the day you are supposed to work), name of the employer, duration (if it is a permanent or temporary job). Then you have a Description of the job -  this is a very important part. It gives a lot of information about the job and tells you if specific certificates or degrees are required for the job. Under How to apply you find information and contacts to apply – you  can find a phone number with the name of the person you have to ask for. Sometimes you only have an address to send your CV and covering letter to. Or you may find the Jobseeker Direct telephone number: this is Jobcentre Plus call-centre. If you feel confident enough, you can call them. After a short wait, you will speak with someone who will ask you information about you and about the job you are interested in – before you call, write down the reference number for the job. It is on the same line with the Job Title and usually starts with PHH/
Registering with recruitment agencies: 

samples of application forms

Recruitment (or employment) agencies have the same system of registering new applicants: you have to complete an application form with details about your contacts, your education and work experience, the reasons why you are looking for a specific job. Be very precise and short.

You may find more personal questions - for example, about your health situation (if you have any illness and are taking medications) or your legal situation (if you ever had problems with the law, for example if you have been arrested). The best thing you can do is be completely honest and tell the truth, because if you lie and someone discovers it, you could have problems.

Below you will find a sample of an application form from Working Links. Some agencies have different forms according to the type of job you are looking for (for example they will have a form for construction, one for business…) but there is not a big difference between them.

Remember: be very precise and accurate and check your mistakes (or ask someone to help you)!

Job search with newspapers

These are the newspapers with job vacancies in and around Plymouth:

· Evening Herald every Wednesday. The job section is in the middle of the paper and contains adverts for jobs in and around Plymouth.
· Western Morning News every Thursday.  The job section is in the middle of the paper and includes adverts for jobs in Devon and some in Plymouth.

 

At Progress GB office we do but these newspapers every week. If you have seen some interesting advert but you do not feel confident enough to phone the employer, please do come and visit us.

We can also pay costs for newspapers and buses.

 

Contacts

Jill Donovan - Refugee Employment Adviser 

Phone: 01752 512283 on Monday, Thursday, Friday
Phone: 01752 255200 on Tuesday, Wednesday

Email: progressgb@plymouthmind.org.uk
Address: Plymouth & District Mind, 8 Woodside, Plymouth PL4 8QE

Nick Colthurst - Information & Guidance Adviser

Phone: 01752 258770

Email: nick.colthurst@odils.com
