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Work it! 

Connexions Leicester Shire’s 
guide to finding work 

 Looking for a job 

 Applying 

 Gettin
g an Apprenticeship 

 Startin
g your jo

b 

 Work for under 16s 

If you are looking for work or training, then this booklet 

will help you to do just that!  

 

It contains information on how to get a job or           

apprenticeship, ways of applying and useful interview 

tips.  

 

If you are aged 13 -19 Connexions Leicester Shire can 

support and help you find a job thatôs right for you.  

 

Our advisers can give you information and advice and 

arrange expert help if you need it. They can help you 

with filling in application forms, making online           

applications, writing CVs, covering letters and interview 

tips.  

Introduction 

For more information 
contact your nearest 

Connexions centre and speak 

to an adviser  

Go to Contents 
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Where to start 

 

If you are looking for a job, there are many resources 

available to help you get started.  

 

Å Your local Connexions centre or online at      

www.connexions - leics.org  

Å JobCentre Plus 

Å Noticeboards in schools, colleges, youth centres  

and outside workplaces  

Å The internet 

Å Employment agencies 

Å Local and national newspapers 

Å Local shop windows 

Å Ask friends and family 

Looking for a job 

Top Tip 

Call into your local Connexions 

centre or visit: 

www.connexions-leics.org/jobs for 

the latest information on job and 

apprenticeship vacancies. 

http://www.connexions-leics.org
http://www.connexions-leics.org/jobs
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Jobs advertised in local  

newspapers 

 

Å Leicester Mercury - Wednesday  

Å Ashby, Coalville & Swadlincote Times - 

Thursday  

Å Hinckley Times - Thursday  

Å Loughborough Echo - Friday  

Å Nottingham Post - Wednesday  

Å Harborough Mail - Thursday  

Å Melton Times - Thursday  

Å Grantham Journal - Friday  

Useful job websites 

 

www.connexions - leics.org/jobs  

www.thisisleicestershire.co.uk/jobs  

http://jobseekers.direct.gov.uk  

www.monster.co.uk    

www.totaljobs.com  

www.reed.co.uk  

www.jobisjob.co.uk  

www.jobsite.co.uk  

www.fish4jobs.co.uk  

www.yell.com  ï contact details for local 

businesses  

Lots of jobs donôt get to be advertised. Get to know about them 

by:  

 Networking -  Talk to family and friends about the work-

places they know about, and let them know youôre looking for a 

job.  

 Sending speculative letters -  Contact companies you would like to work for.  

 Knocking on doors ï Present yourself smartly, and ask if there are any suitable      

vacancies coming up.  Offer to leave your contact details, just in case.  

 Signing up with employment agencies ï Choose one which will get you into your 

chosen occupational area, and check that they deal with young workers. Agency work 

will get you valuable experience, and temporary jobs can sometimes lead to permanent 

work.  See our employment agency list at:  www.connexions - leics.org/findingwork  

Hidden vacancies 
Did you know?  It is estimated that 80% of 

jobs are filled without needing to be advertised. 

 

  Get out there and show what you can do!  

Doing volunteering or unpaid work experience gives you valuable experience and something 

to put on your CV.  You might even impress someone who could employ you. 

See whatõs on offer:   www.connexions-leics.org/volunteering 

Improve your skills and qualifications while youõre looking for the right job 

Talk to an adviser about courses that will help you to develop useful skills for a future career. 

ò..but
 Iõm d

oing a
ll thi

s.  No
w what

?ó

 

Return to Contents 

http://www.connexions-leics.org/jobs
http://WWW.THISISLEICESTERSHIRE.CO.UK/JOBS
http://jobseekers.direct.gov.uk/
http://WWW.MONSTER.CO.UK
http://WWW.TOTALJOBS.COM
http://WWW.REED.CO.UK
http://www.jobisjob.co.uk
http://www.jobsite.co.uk
http://www.fish4jobs.co.uk
http://www.yell.com
http://www.connexions-leics.org/findingwork
http://www.connexions-leics.org/1798/Volunteering.html
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If you like the idea of working and, at the same time, 

studying for qualifications, an apprenticeship might 

be for you.  Some employers will put you on an ap-

prenticeship after you have been working for them 

for a while.  

You can become an apprentice if you are ... 

 Able to achieve at least a level 2 qualification  

 Aged 16 or above and not in full - time education  

Your apprenticeship will include training in relevant 

qualifications.  This training is paid for by the       

government if you are under 19.  

Getting an apprenticeship 

Apprenticeships are advertised and applied for in the 

same way as other jobs, however there is help    

available to get you started:  

Get more information and register to search for  

vacancies online at www.apprenticeships.org.uk    

 

Find out about local apprenticeships at  

www.connexions - leics.org/aboutapprenticeships  

or visit a Connexions Centre and speak to an adviser.  

Apprenticeships 

Apprenticeship levels  

Intermediate Apprenticeship (level 2)  

You normally need some GCSEs at 

grade D/E to do this (or equivalent 

qualification) 

 

Advanced Apprenticeship (Level 3) 

You normally need 5 GCSEs at grade 

A*-C to do this (or equivalent 

qualification) 

Check adverts carefully.  Some 

apprenticeships donõt require 

particular qualifications, but you 

must be committed and able to 

use your initiative. 

If youôre aged 13-16 you can have a job as long as the work is not bad for your health or 

education.  There are certain places you cannot work, and there are limits to the hours you 

can work.  

The law says under 16s canôt work . .  

 At all until you are 13  

 Unless your employer has got a licence for you from the local authority  

 Before 7am or after 7pm on any day and not more than 2 hours on a school day  

 More than 5 hours on a Saturday (8 hours if youôre 15 or 16) 

 More than 2 hours on a Sunday  

 More than 12 hours per week during a school term  

 In a cinema, nightclub, bar, commercial kitchen or butcherôs premises 

 At a fairground, amusement arcade or place with gambling machines  

 Collecting money or selling door - to -door unless supervised by an adult  

For more info:  

If you live in Leicester ðcall 0116 221 1260,  email education.welfare@leicester.gov.uk  or 

go to www.leicester.gov.uk  and type óchild employmentô in the search box. 

 

If you live in Leicestershire ðcall 0116 305 5755, email childemployment@leics.gov.uk  or 

go to www.leics.gov.uk  and type óchild employmentô in the search box. 

Work for under 16s 

http://www.apprenticeships.org.uk/
http://www.connexions-leics.org/1797/About-apprenticeships.html
mailto:education.welfare@leicester.gov.uk
http://www.leicester.gov.uk
mailto:childemployment@leics.gov.uk
http://www.leics.gov.uk
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Applying for a job 

Person Specification  

This may be sent to you with 

an application form.  It 

describes the type of person 

the employer is looking for 

and also lists the essential 

skills and experience needed 

for the job.  Make sure you 

can match these skills, and 

refer to them when applying. 

Top Tip 

Get a box or file to keep your application 

paperwork all in one place.  Organise your 

computer files too. 

Putting together a good application is really 

important.  This is the first chance you have to 

impress the employer.  Get this right, and youôre 

through to the next stage.  

 

Two things you must do:  

 Read the job advert and person specification 

(if there is one) in detail to check that you 

meet the skills and requirements of the 

role.  

 Apply as instructed.  For example, if it 

states to send a covering letter together with 

your CV, then do just that!  

Top Tip 

Visit your local Connexions centre and speak 

to a personal adviser for help on applying for 

jobs. i.e. filling in application forms, writing 

CVs, covering letters and interview tips. 

There are several ways of applying for a job: 

 

 Completing an online application  ï some 

employers start this with some basic questions, 

and you get to apply if your answers meet their 

requirements  

 Downloading an application form from a 

company website  

 Telephoning for an application form, which 

you fill in and post back  

 Sending a covering letter and CV by post or 

email  

Return to Contents 
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Applying for a job by phone 

Phone script if you have 

to leave a message  

òPlease send me information and 

an application form for the post 

of (name of job), 

advertised in (name of where 

you saw the advert), 

reference numberó (give the 

reference number if there is 

one). 

Give your name, address and 

phone number, spelling out any 

unusual words. 

òThank youó 

You may need to phone an employer for a job. This is an 

ideal opportunity to sell yourself, so be positive.  

 

Remember toé 

 Have the job advert with you when making your call.  

 Make sure you are in a quiet place with no distractions 

or background noise.  

 Make sure you know the name of the person you need 

to speak to.  

 If youôre not sure ask for the human resources        

department or the main reception.  

 Prepare the questions you want to ask beforehand and 

have them written down in front of you.  

 Have a pen and paper ready to write down details 

such as date, time and location of interview.  

 Make sure you have enough credit on your phone OR 

ask the bill payerôs permission before using the phone. 

 Introduce yourself clearly and speak politely.  

 Thank the person for their time at the end of the 

phone call.  

Itôs important to get your application form looking right, 

and this means itôs worth practising before filling it in.   

Follow the 10 Steps to application form success 

Application forms 

Top Tip 

What does your email address say 

about you?  - a jokey or silly name 

gives a bad first impression, so  

change it to something sensible! 

Personal Statement  

This is usually a section of 

the application form or CV 

where you can write a few 

sentences to say what sort 

of person you are, what you 

can do and what you're 

looking for in your next job. 

Return to Contents 
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1.  Make a photocopy to practise on first.  

2.  Have your CV handy to make sure all the information 

about yourself will be included.  

3.  Follow the instructions such as use black ink, or 

complete in BLOCK CAPITALS.  

4.  Write clearly and neatly. Get your spelling, punctuation 

and grammar right.  If youôre typing donôt forget to use spell 

check.  

5.  Answer all the questions, even if the answer is ónoô or   
ón/aô (not applicable) and attach additional paper if necessary 
(use white A4 paper).  

6.  Ensure that referees have agreed to supply information 

about you. You could use a teacher, tutor or principal if you are 

still at school or college or your current or last employer. For 
your second reference use an adult who knows you well, such 

as a youth leader or mentor, but not a relative!  

7.  Get someone to check your form before posting it off, or 

clicking ósendô.  Itôs easier for someone else to spot mistakes. 

8.  Remember to sign and date your application form.  

9.  Make sure that you send the form back in good time so that 

you donôt miss the closing date. 

10.  Donôt forget to keep a copy of the application form for your 

own reference.  

10 steps to application form success! 
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How to write an application letter 

Your letter should introduce yourself, indicate your interests and show all your 

relevant skills and experience. 

 

Å Write the letter out in rough first and check for mistakes. 

Å Use the personôs name if you know it and end the letter óYours sincerelyô then your 

name.  

Å If you do not know the name begin with óDear Sir/Madamô and end it óYours faithfullyô. 

Å If you are replying to an advert, include the job title and reference. 

Å Include your full address, phone number and the date. 

Å Keep the letter relevant to the job and to the point. 

Å Use plain white or cream paper and envelopes. 

Å Write neatly and clearly using black ink. 

What sort of letter is it? 

 

Covering letter  

This is a letter sent to support your CV or application form. This letter 

gives you the chance to say why you are interested in the job.  If you 

are asked to óapply in writingô you will need to send a covering letter with 

your CV.  

 

Speculative letter  

A speculative letter asks the employer to consider you for any vacancies 

they may have now or vacancies in the future. If you have an interest in 

a particular area of work or a particular company then it is worth sending 

a speculative letter.  

Top Tip 

Keep copies of all your application 

letters for future reference.  Just 

change some of the wording to make 

them fit each new job. 
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123 Main Street 

Leicester 

LE5 6PL 

  

0116 2123456 

HR Department                                                                    jfox@anynet.com 

Leisure Today 

Leicester 

LT1 4SS                                                                                    11th May 2012  

 

Dear Sir/Madam, 

 

I would really like to develop a career in retail. I am writing to ask whether 

your company has any vacancies or will have in the near future. 

 

As you can see from my enclosed CV, I have a wide range of relevant skills, 

built up through my previous work experience, which include  customer 

service, stock control and cash handling. My current post as a call centre 

operative allows me to demonstrate a positive approach to team working and 

personal initiative. 

  

I am looking for a fresh challenge in a pro-active and customer-centred 

environment and wish to take up that challenge as soon as possible. If you do 

have any vacancies, please contact me at your convenience. 

 

Thank you for taking the time to deal with my request and I look forward to 

hearing from you. 

 

Yours faithfully, 

Jamie Fox 

Jamie Fox 

An example of a speculative letter 
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An example of a covering letter 

150 Hilltop Close 

The Meadows 

Leicester 

LE7 3TY 

 Tel: 0116 2123456 

Mr Kemp                                                                         cjohnson@anynet.com  

Debenhams 

High Street 

Leicester 

LE4 5GV                                                                                     11th May 2012 

 

Dear Mr Kemp, 

 

I would like to apply for the job of sales assistant advertised in todayõs 

Leicester Mercury. 

I am 17 and left The Ash School last June with 7 GCSEs including   English 

and mathematics.  I also gained a NVQ Level 3 in Business Administration 

whilst at Princeõs Training Services. 

My work experience was spent at Tesco where I served customers and dealt 

with queries, and I now work there every Saturday. 

I would like to work for Debenhams because the position offers further 

training and your company is well known in the retail industry.  I have gained 

good communication skills and customer service skills whilst working at Tesco. 

I can attend an interview at any time. 

I have attached my CV for your consideration. 

 

Yours sincerely, 

 

Claire Johnson  

Claire Johnson 
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A CV is a short summary of your skills, achievements, experiences and education.  

There are many ways you can set out a CV (see pages 12  and 13 ), but remember that em-

ployers often have lots of CVs to look through, so Keep it short ï no more than two typed 

A4 sheets. Keep it simple, well presented and easy to read. Ask someone else to check it.  

 

What to include:  

Name and address: Full name, address with postcode, phone number and email.  

 

Personal profile: Summarise your main strengths; useful experiences and skills that would 

be valuable in the job that you are applying for.  

 

Education and qualifications: Start with your most recent qualifications first. Donôt include 

details of your primary school. Have all your certificates to show an employer if they ask.  

 

Work and vocational experience: List all the jobs youôve had ï full time, part time, paid or 

unpaid. Start with the most recent first.  

 

Additional information: Hobbies/interests and any awards you have received in your spare 

time (e.g. Duke of Edinburgh Award, music exams, driving licence etc).  

 

References: Names and addresses of two people (teacher, family friend or employer) that 

know you well and would tell an employer about you. Do not include family members.  

Writing a CV  

CV Power words 

Which of these words describe you?  Use them in your CV or letter:  

 

 

 

 

 

 

 

 

 

 

More CV tips: www.alec.co.uk  

For a template use óBuild your CVô at  

https://nextstep.direct.gov.uk  

 

Top CV Tips 

Make sure your CV is kept up-to-date before 

applying for jobs. 

A CV should be presented on good quality paper 

(white or cream), be separate from any covering 

letter and not more than two sides of A4. 

accurate  creative  hard - working  motivated  

achieving dependable helpful  organised  

adaptable  determined  honest  presentable  

capable efficient  innovative  pro- active  

committed  enthusiastic  interested  reliable  

competent  experienced  keen thorough  

confident  flexible  logical  trustworthy  

Return to Contents 

http://www.alec.co.uk
https://nextstep.direct.gov.uk
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CV example emphasising personal qualities and skills over exam results  

Shane Dean 

3 Rosebell Drive 

Wigston 

Leicester, LE4 6TT 

sdean@anynet.com 

Telephone: 01710 987 654 /0116 212 3456 

PERSONAL PROFILE 

I am a friendly, hardworking, enthusiastic person who has a variety of different skills.  I can communicate 
well with people from all different backgrounds.  I can work in a team situation as well as on my own.   

I am self-motivated and can prioritise my own workload.  I am looking for a position where I can use my IT 
knowledge. 

 

SKILLS AND QUALITIES 

 Good communication and interpersonal skills 

 Strong IT/computing skills ς knowledge of MS Office/Excel 

 Excellent time management skills 

 Ability to adapt to different working environments 

 

WORK  EXPERIENCE 

March 2010                                                   Primark, Leicester              Work experience placement 

 Responsible for providing excellent customer service 

 Processing debit card/cash transactions 

 Replenishing stock on the shop floor 

September 2010 ς 5ŜŎŜƳōŜǊ нлмм            {ǘ tŜǘŜǊΩǎ /ƘǳǊŎƘΣ [ŜƛŎŜǎǘŜǊ          ±ƻƭǳƴǘŜŜǊ 

 Supported young children to use computers at after-school club 

 Created a safe and welcoming environment 

 Followed instructions given by leader in charge 

 Responsible for setting up equipment 

 

EDUCATION  

September 2010 τ present   Leicestershire College 

I am currently studying towards a BTEC level 2 Diploma in IT 

 

September 2008 τ June 2010   South Wigston Community College, Leicester  

Educated to GCSE standard in Maths, English, Science, IT, English Literature, Music, PE 

 

HOBBIES AND INTERESTS 

I enjoy playing a variety of sports, which include football, cricket and swimming.  I have a keen interest in 
astronomy and wildlife.  I enjoy diagnosing faults and servicing computers owned by friends and family. 

 

REFERENCES  

Mr I Smith 

Principal                      Rev G Jones   

[ŜƛŎŜǎǘŜǊǎƘƛǊŜ /ƻƭƭŜƎŜ                                                   {ǘ tŜǘŜǊΩǎ /ƘǳǊŎƘ 

Station Road                                                                   Church Street 

Wigston      LE18 4PB                                                     Wigston   LE18 2ED 

0116 277 7888                                                                0116 277 0011                                                                                    
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CV example emphasising qualifications and potential for management training 

                         Jade Brown  

33 Windmill Street 

Leicester, LE3 2HH 

jbrown@anynet.com 

Tel: 01710 987 654 /0116 212 3456 

EDUCATION:  

2007-2011                       Grange Community College, Leicester 

2004-2007                       Riverbank High School, Leicester 

 

QUALIFICATIONS:  

A Level:                             English - awaiting results 

Advanced Diploma:         Business, Administration and Finance - awaiting results 

GCSEs:                             Maths - B, English Language - B, English Literature - B, 

                                           Science (1) - C, Science (2) - C, French - D 

Full Driving Licence  

 

WORK EXPERIENCE: 

July 2009 - present       D Burn & Son, Greengrocers, Leicester  

Working on Saturdays and during school holidays - Responsible for keeping shop and storeroom 
areas clean, serving customers at the counter, delivering goods using the company van, cash 
handling and assisting with the bookkeeping. 

October 2010 - June 2011     Woodview Care Home, Leicester  

Voluntary work one afternoon a week - Helping to organise activities for elderly residents such as 
setting up Wii games, reading aloud, playing the piano for community singing. 

November 2010     Haywardôs Superstore, Leicester 

School work experience ï Gaining experience of management duties, merchandising and 
accounts. 

 

ACHIEVEMENTS:  

Duke of Edinburgh Silver Award, St Johnôs Ambulance First Aid Certificate, Piano Grade VII  

 

INTERESTS:  

I play the keyboard in a jazz band and also play sports including squash and swimming. 

 

REFERENCES:  

Mrs C Upton                                                            Mr D Ball 

Principal                                                                  Managing Director 

Grangeway Community College                              Woodview Care Home 

Grange Road                                                           22 Lucas Avenue 

Leicester  LE3 4UG                                                 Leicester  LE3 4AB 

0116 266 4321                                                         0116 255 6677 
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After exploring your options you might decide that you want to begin a career and go to 

work.  You will have boosted your qualifications, experience and skills since Year 11, so look 

for work with high quality training that will help you to progress, such as an Advanced       

Apprenticeship.  Some companies have their own management training schemes for         

employees with level 3 qualifications.  

You have an advantage over younger job-seekers.  If you have stayed on to do post -16 

qualifications such as A/AS levels, a Level 3 BTEC or the Advanced Diploma, you will have 

gained valuable skills and personal qualities employers want which might be...  

 Having the potential to be trained in a management or technical role  

 Good exam passes in English and maths  

 Maturity and confidence ðbetter communication skills, teamwork, leadership skills or 

technical knowledge gained from being in education   

 More part - time work or volunteering experience, with bigger responsibilities  

 Now legally able to work in some places younger workers cannot  

 Learning to drive or earning other awards and certificates for challenges youôve met 

 

In a competitive job market it pays to make a feature of these advantages in your CV or 

personal statement (see the example on page 13 ).  

For more job hunting tips and useful employer information see WorkWise at:  

www.connexions - leics.org/library  

Getting a job after post-16 education 

The purpose of an interview is for the employer 

to find out more about you, and to see if you are 

suitable for the job.  

 

Be prepared   Interviews make most people 

nervous, but preparation beforehand will help to 

boost your confidence and help you on the day.  

What happens at an interview varies, depending 

on the employer and the job you have applied 

for.  

 

When offered an interview you are usually 

asked to say if you can attend ...  

 Confirm your attendance straight 

away.   

 If the date or time does not suit you, 

try to rearrange it, but have a good 

reason.   

 If you have changed your mind and 

are no longer interested in the job let 

the employer know! 

Interviews 

Likely interview questions  

What skills and qualities can you offer our 

company? 

What do you know about our company? 

Can you tell me about a problem you had and 

how you dealt with it? 

 

Assessment tests  

You may be asked to take an assessment test 

as part of a companyõs recruitment process. 

This test is designed to check your level of 

skills and work related knowledge. 

http://www.connexions-leics.org/library
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Preparation 

Read through your application form again to remind 

yourself of the questions and what your answers were. 

The interviewer could ask for more details about the 

things you mentioned in your application.  

Plan how you are going to present yourself. Think carefully about your personal appearance. 

Make sure what youôre going to wear is appropriate. 

 What do you want the interviewer to know about you? What are you good at? 

 What can you contribute to the company? What skills and abilities are you 

offering? 

  Know ... 

     Exactly where to go  

     How to get to the interview  

     How long the journey takes  

     Who you are seeing  

     What the company does  

     What the job involves  

Top Tip 

Watch videos about interview skills at 

www.careersbox.co.uk/films/level7  

Be Safe  

Make sure your interview is 

being held where the 

organisation is based or in a 

public place. Tell a friend or 

relative where you are going 

and what time you expect to 

be back. 

On the day 

 Be organised and arrive on time.  

 Make sure your certificates and/or supporting 

documents are neatly presented in a folder.  

 Take confirmation of your interview with you and 

any instructions on how to get there.  

 Wait for your interviewer to shake hands first and 

wait to be asked to sit down.  

 Maintain eye contact -  look at the person you are 

speaking to.  

 Speak clearly and be polite.  

 Donôt fidget or slouch. 

 Do not just answer óyesô or ónoô. Try to get a conversation 

flowing.  

 Be honest.  

 Have a question of your own ready, for example ñCould you 

tell me what kind of training there will be?ò 

 Ask when you will be informed about the decision.  

 At the end, thank the interviewer for their time.  

 

Top Tip 

Take the opportunity to sell yourself 

and show the employer that you are 

the best person for the job.  

Return to Contents 

http://www.careersbox.co.uk/films/level7
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Keeping a record 

 

Name of employer or 

training provider  

 

Job or training title  

 

Date  

 

Response 
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ñI never see any jobs or training I want . . ò 

Have you researched all the possibilities?  Try looking 

through adverts with a friend who knows you well.  

Perhaps they can suggest occupations you would not 

have thought of.  

 

ñI apply, but I donôt get interviews . . ò 

Donôt get too discouraged, there are lots of people looking for work.  Think 

about whether your applications show that you meet the job requirements.  How do you 

present your CV and applications?  Get someone who writes well to check them.  

 

ñIôve been for interviews, but I donôt know what Iôm doing wrong . . ò 

If you donôt hear anything after an interview, you could contact the organisation and ask 

whether a decision has been made. If you were not offered the position ask the employer for 

feedback.  It will help you in your next job application.  

 

ñI think Iôve got too much going against me . . ò 

Everyone has something good to offer ðspeak to an adviser who can help you deal with things 

that are stopping you finding work.  

 

ñIôm not sure Iôm ready for work or training yet . . ò 

Speak to an adviser about short courses or taster courses you can do to help you to build 

your confidence and skills.  

Job hunting problems   Top Tip 
Visit your local Connexions centre and 

speak to an adviser for help applying 

for jobs such as filling in application 

forms, writing CVs, covering letters and 
interview tips. 

Starting your job 

Employment contracts 

The employer has to provide you with a 

contract of employment within the first 8 

weeks of employment regardless of the 

number of hours you work a week. This 

can be verbal but it is recommended that 

it should be written as it will cover you as 

an employee.  

 

The contract must give details about: 

 What you will be doing  

 The hours of work  

 How much you will get paid and 

when  

 How much holiday you will get  

 What to do if you are ill  

 What to do if you want to leave  

 The Code of Conduct ï so that you 

know what the rules are  

Hours of work  

With a few exceptions * 16 and 17 year olds... 

- Can work 8 hours per day (not including 

lunchtime or breaks) and no more than 40 

hours a week. 

- Must have a break of 30 minutes every 4½ 

hours worked. 

- Must have a rest period of 12 hours between 

each working day. 

- Must have 2 days off a week. 

* For detailed info: www.direct.gov.uk/en/

YoungPeople/Workandcareers/index.htm  
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Your rights and responsibilities at work 

Your employer has a right to expect certain 

things from you as an employee. You have a  

responsibility to respect that right. At the 

same time, you have rights at work and your  

employer has a responsibility to respect them 

too.  

 

There are laws against discrimination, which 

make it illegal for employers to discriminate  

throughout the recruitment process and in the 

workplace on the grounds of age, disability, 

race, gender or sexuality.  

 

If you feel that you have been discriminated 

against speak to an adviser or contact ACAS 

on 08457 474747 www.acas.gov.uk  

www.connexions - leics.org/yourrights   More 

information and useful links for employment 

rights and health at work.  

 

Did you know?  

Everyon
eôs health and safety at work is 

the responsibility of both you and your 

employer. Get more information at 

www.hse.gov.uk  

Your pay 

You may be paid weekly or monthly in 

cash, by cheque, or straight into your bank 

account. You are entitled to a written pay 

slip which must show gross pay (before 

any tax or national insurance has been 

taken off) and net pay (after deductions 

such as tax, national insurance, pensions 

and union fees).  

National Minimum Wage 

Every worker aged 16 or over should get at 

least the minimum wage for their age 

group.  Find out more  

www.connexions - leics.org/pay  

 

Tax 

If you are 16+ and earn over a certain amount 

you will pay tax. The rates change from time to 

time. When you start your job you will be given 

a P46 form to complete. Your employer will 

send this to the tax office, so they can calcu-

late your tax.  

National Insurance (NI) 

If you are aged 16+, and earn over a certain 

amount per week you will make NI contribu-

tions.  The rates could change every year. You 

should receive a NI card showing your NI num-

ber just before you turn 16.  Your employer will 

ask for your NI number for your payslip and 

their records.    

Find out more about current tax and NI 

rates and what they pay for:  

                www.taxmatters.hmrc.gov.uk  

Training for 16 - 17 year olds  

Most employers will give you training to help you make pro-

gress 
in you

r work
. If y

our em
ployer

 canõt
 do th

is and
 you 

have not yet achieved level 2 in your qualifications, you can 

ask for a reasonable amount of paid time off to get a quali-

fication which will improve your prospects. 

Speak to an adviser for more info. 

Return to Contents 
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Did this booklet help you find a job?  

Let us know! 

 

We are always looking for ideas, comments and suggestions to improve our services, so we 

would like to hear from you. You can also get involved in helping Connexions Leicester Shire 

in your area. Contact us to find out more.  

 

To give us your views on our services you can:  

 speak to a member of staff  

 email quality@connexions - leics.org  

 write to us at our Head Office  

Connexions Leicester Shire, 2nd Floor, 6 Millstone Lane, Leicester, LE1 5JN  

 

For a large print, audio tape, Braille or a community language version of this booklet call 

0116 261 5920  

All publications are available on our website.  

For further information visit www.connexions - leics.org   

Comments and suggestions 

Connexions Leicester Shire: You can 

contact us by phone, email or via our   

website. Our opening times vary, so please 

contact your nearest Connexions centre to 

find out when you can visit.  

 

Leicester 

91 Charles Street, Leicester, LE1 1HL  

phone: 0116 262 7254 

email: leicester@connexions - leics.org  

 

Coalville 

5 Hotel Street, Coalville, LE67 3EQ  

phone: 01530 812231 

email: coalville@connexions - leics.org  
 

Hinckley 

51 Castle Street, Hinckley, LE10 1DA  

phone: 01455 632719 

email: hinckley@connexions - leics.org  

Contact us 

South Wigston 

50E Blaby Road, South Wigston, LE18 4SD  

phone: 0116 277 8090 

email: bow@connexions - leics.org  

 

Melton Mowbray 

22a Burton Street, Melton Mowbray, LE13 1AF  

phone: 01164 569 966 

email: melton@connexions - leics.org  

 

Loughborough 

7 Fennel Street, Loughborough, LE11 1UQ  

phone: 01509 214 002 

email: loughborough@connexions - leics.org  

 

 
The information in this publication was correct when it was 
written, but details could change.  Speak to a Connexions 
adviser for the most up - to -date information.  

 

                    

                          July 2011    
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