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How to get an 
Apprenticeship



Thank you for applying for an 
Apprenticeship at Blackburn College.

Your CV, Your Interview and You

This guide is to help those of you who haven’t found an 
employer yet.

This guide will give you a starting point looking at key areas:

The job market is becoming more and more competitive and you need to 
give yourself the best opportunity to find your ideal job. 

Did you know we have 100 Apprenticeship vacancies now that you could 
start on and start earning money. Check them out on our website 
www.blackburn.ac.uk/jobs or contact the Apprenticeship Team on 
01254 292500 or email Apprenticeships@blackburn.ac.uk



DOs and DON’Ts of writing a CV

The Dos
1 Use traditional fonts

• Calibri - Traditional and Professional
• Helvetica - Modern, clean and ready to impress

2 Font size - Stick to 11-12 point font 

3 Personal Details 
• Phone Number 
• Address 
• Email 
List your most recent jobs first, then list your accomplishments at 
those jobs as bullet points.

4 Personal Profile 
This needs to explain why you are applying for the Apprenticeship. 
Past employers, or use a tutor if you haven’t worked before.

5 Key skills 
Bullet point list.Tailor your CV employers look for students that tailor 
their CV to the job they are applying for.

6 Employment History 
Add dates from and to.

7 Education 
Schools and college attended with dates

The Don’ts
1 Don’t use a cheesy email address.

It is not appropriate for an employer to reply to you at an 
unprofessional email address.

2 Don’t turn your CV into an essay!
A recruiter will spend approximately 30 seconds checking your CV – 
make sure it is no longer than 2 pages.

3 Don’t lie 
Employers have ways of checking what you put is true and may 
dismiss you if they employ you and find out you’ve lied to them.



Where should I send my CV?
Think about the work/career you would like to do and then think about the 
companies in your local area that do that work.

Helpful places to look for a job include:

• Blackburn College website – we have many Apprenticeship vacancies

• You could search for other Apprenticeship vacancy websites

• Web searches for employers in the area you are interested in working e.g. 
plumbing, engineering, hairdressing, care homes etc.

• Employers you could contact through family or friends

• Do you have a local industrial estate with employers that you are interested 
in, if so why not drop off your CV

How to dress for an interview
For an interview, choose an outfit that is smart, clean and professional. Dress to 
impress as first impressions count!

Womenswear

Menswear

What to wear What NOT to wear
Keep it simple
• Trousers/skirt/suit
• Ironed shirt
• Sensible, clean shoes

• Mini skirts
• Low cut tops
• Jeans
• Trainers

What to wear What NOT to wear
You can never go wrong with:
• Two-piece suit
• Shirt and tie
• Sensible, clean shoes

• Comedy ties
• Jeans or shorts
• Trainers



• Take your certificates and CV

• Arrive 10 minutes early and dress 
appropriately (smart and clean) to make 
a great first impression

• Turn your phone OFF!

• Plan your journey - Make sure you 
know where you are going and how you 
are going to get there! Research bus 
times or the distance you will need to 
travel to ensure you can realistically get 
there on a daily basis

• Find out all you can about the company 
- visit the company website, learn about 
their industry and research any news 
articles

Before the Interview

How to ace your Apprenticeship 
Interview
Well done…. you have made the cut and have been selected for an interview for an 
Apprenticeship! Now stand out from the crowd and follow our top tips.

• Smile and maintain eye contact 
throughout the interview

• Give examples of your experience and 
strengths

• Be enthusiastic

• Prepare questions for the interviewer 
e.g. What challenges and opportunities 
does the company face? Is there any 
further information you need from me 
to show you I am the right person for 
the role?

• Thank the interviewer at the end of the 
interview

After the Interview
Social Media
No matter how badly you may want to update your social media status do not share 
details of your interview on the internet. Companies are now more likely to check your 
social media accounts.

What if you don’t hear anything?
Unfortunately, employers don’t always deliver bad news. Many people who are hiring 
don’t get back to candidates who didn’t get the job. It’s not best practice but it 
does happen.

Keep trying and don’t give up!
Most people don’t get a job from their first interview keep applying and every interview 
you have is a chance to practice your interview skills and gain more confidence.



Why Choose Blackburn College?
Blackburn College has a rich history in providing learners with Apprenticeships to 
give them their first step into an exciting career. We offer a professional stand-
ard of recruitment and training, alongside student benefits and College based 
support.

What is an Apprenticeship?
Apprenticeships are work-based programmes that enable young people and 
adults to gain knowledge, skills and behaviours and nationally recognised 
qualifications though a mix of training, delivered at college and in the workplace.

Discover Blackburn College
Discover where Blackburn College can take you at one of our Open Events. 
These are the perfect opportunity to find out what studying with us is really like. 
Speak to tutors, see what support is available and explore our state-of-the-art 
facilities.
Our open events are listed on the following page: www.blackburn.ac.uk/open

Where can I get more information about Apprenticeships?

You can download a Learner Apprenticeship Guide and How to get an 
Apprenticeship Guide on this page: 
blackburn.ac.uk/apprenticeships/apprenticeship-information

Or contact the Apprenticeship Team on 01254 292500 or 
Apprenticeships@blackburn.ac.uk

Information for Parents



What are the benefits of an Apprenticeship?

• An Apprentice is paid whilst training and gaining qualifications
• Apprenticeships are a practical and job related form of learning
• Apprentices often secure permanent employment with the trainee      

organisation and can progress within the business

Our dedicated Apprenticeship Team can offer advice and guidance for learners 
who have specific queries or just want to talk through their career aspirations.  
We will ensure we guide learners on the right path to a successful career.

We can be contacted on 01254 292500 or Apprenticeships@blackburn.ac.uk

The application process

Once we receive your application we will invite you in for an Initial Assessment.

We offer Initial Assessments to Apprentice applicants to assess their current 
level of English, Maths and IT and to ensure we offer the most relevant level 
of Apprenticeship for their ability thus enabling them to be successful in their     
chosen career. 

We will answer any questions they may have and search current employer 
vacancies we have. We send CVs to employers so they can shortlist applicants 
and arrange interviews.

For the latest Apprenticeship vacancies can be viewed on this page 
www.blackburn.ac.uk/jobs



We offer the following Apprenticeship Levels 

• Intermediate Level Apprenticeship (Level 2)

• Advanced Level Apprenticeship (Level 3)

• Higher Level Apprenticeships (Level 4 or above)

• Degree Apprenticeships (Level 6 or above)

Apprenticeship study programme

As part of the study programme you will take part in:

• Tutorial and Study Skills

• English, Maths and ICT

• Enrichment activities

• Safeguarding and Prevent Training

• Progression discussion to support your career development

You will receive support at every stage of your training.

Once you have finished your programme

Blackburn College aims to ensure all apprentices achieve their full potential, we 
therefore support those who opt to continue training at a higher level.

Business 
Administrator 
Studied: 
Business and Administration Apprenticeship 
Level 2 Intermediate

Progressed to:  
Employment with Blackburn College as a 
Business Administrative Assistant

Liam Cross

Blackburn College inspired me to 
be a...
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