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About this Guide

The purpose of this guide is to fully explain what an apprenticeship at City Building is, how it
is delivered and what would be expected of you, if you were successful in gaining a place.

It is important that you read the full guide, as it lays out the step-by-step process from
application stage until the day you commence the programme.

It will offer hints and tips on how to increase your chances of securing a place over the many
hundreds of young people who apply, each year.

It will fully inform you of what City Building expect of a young person, allowing you to be sure
that this is right career path for you.

A City Building apprenticeship is challenging, life changing and rewarding! You will learn and

develop skills and abilities that will be attractive to employers across the world and create lots
of opportunities during your working career!

Applying for an apprenticeship
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(Glasgow) LLP

City Building (Glasgow) LLP have an ethos of developing our workforce from apprenticeship
and beyond, very rarely advertising jobs externally. If employees work hard and are
determined, there are opportunities to progress through the organisation, resulting in a well
informed workforce who understand the business and strengthening the culture.

However, please remember completing an apprenticeship at City Building does not gurarantee
the offer of a job at City Building.

Possible routes to promotion are:

Trainee
Surveyor

Trainee
Operations
Manager

Trainee
Architect

Tradesperson

Training
Officer

Other opportunities if employed may arise that would require City Building supporting you on
fully funded college or university courses and continual personal development (CPD).

Applying for an apprenticeship 3
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City Building Apprenticeships (Glasgow) LLP

Around 60 apprenticeships are available each year, and depending on City Building’s ongoing
workload, will determine the apprenticeship places availabile in:

< Administration (2-year programme, office based)
e Carpentry & Joinery

e Electrical Installations

e Domestic Plumbing & Heating
4-year programme of
college placements and
- Lift Engineering on-site work experience.

- Painting & Decorating

e Heating Engineering
e Plastering
= Wall & Floor Tiling

Gaining a place on the apprenticeship programme means you will be working towards a highly
qualified course, SQA accredited to Scottish Credit & Qualification Framework levels 6 to 7,
which is the equivalent to a Higher National Certificate (HNC).
https://www.sqa.org.uk/sqa/71387.html

Applying for an apprenticeship 4
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The Recruitment Process (Glasgow) LLP

City Building’s recruitment programme is as follows.

Complete application form via Glasgow Guarantee
Complete a numeracy and literacy test online
Pass a colour vision test (trade dependent)
Practical testing

Attend a final interview

o gk wbdPR

Attend a drug and alcohol screening test

This guide will help you apply for an apprenticeship by giving you informed advice and hints
on how to stand out from the crowd, to gain an apprenticeship.

Apprenticeship places are very competitive therefore it is in your interest to apply for as many
as possible to have a good chance of gaining one.

The following links are for organisations who also recruit apprentices.

Scottish Electrical Charitable Training Trust http://www.sectt.org.uk/

The Scottish and Northern Ireland Plumbing Employers’ Federation https://snipef.org/

Construction Industry Training Board https://www.citb.co.uk/

The next few pages will explain in detail, how to register with Glasgow Guarantee.

Applying for an apprenticeship 5
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ndi Eligibility - Gl wW ran

Criteria for School Leavers:

e Candidates must attend a Glasgow School, or live in Glasgow and attend a non-Glasgow
school.

e Candidates must have left school in the past 3 months or should be eligible to leave school
in the next 3 months.

There is 1 entry route to register:

- Eligible to leave school 3 months prior to, and 3 months after the official school leaving
date:

- Winter Leavers: 1st October — 31st March

- Summer Leavers: 28th February — 31st August

Criteria for College Leavers:

= Candidates must be living in the Glasgow City Council postcode boundary.
e Candidates must be due to leave college in the next 3 months.

riteria for Non-School 1 Leavers:
e Candidates must be unemployed or underemployed (part-time or O hours contract).
= Candidates must be living in the Glasgow City Council postcode boundary.
< Candidates must be referred by a Glasgow Guarantee approved Employability Provider and
assessed by them as being job ready.

If you require further information in relation to the Glasgow Guarantee registration process,
please contact guarantee@glasgow.gov.uk. If you require further information in relation to
the City Building vacancy, please contact cbapprenticerecruitment@citybuldingglasgow.co.uk.

Applying for an apprenticeship 6
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REGISTRATION PROCESS CITYBUILDING

{Glasgow) LLP

The registration process includes the following steps:

e Online registration form

= Email address verification

Candidates will have access to their account and be able to view vacancies after they submit
the online registration form. However they WILL NOT be able to apply for any vacancies,
until all the above areas are complete, and the candidate has been approved by Glasgow
Guarantee.

Registrations can only be approved once all areas have been completed and the
school leaving date is verified. Glasgow Guarantee will refer to the School Winter
and Summer Leavers List, (which is provided by Glasgow City Council, Education
Services, OR 16+ Data Hub) to confirm and verify school leaving date.

READY TO WORK? READY TO RECRUIT?

Click here to register and access our jobs Click here to register and advertise your job

Are you... Are you...
e Living in a Glasgow City Council postcode or currently attending a * A business operating within the Glasgow boundary, who employs less
Glasgow City Council school than 250 staff?
¢ Unemployed/underemployed *working part time or 0 hours contract + Committed to implementing Fair Work First principles, including
job payment of the Real Living Wage to all staff (including apprentices) and
« Job Ready - able to access and sustain employment, with or without providing appropriate channels for effective workers voice?
support

We can offer support to advertise your vacancy and recruit a suitable
And candidate!

¢ Leaving education within 3 months

Or

¢ Supported by an employability provider

Or

e Under threat of redundancy and supported by PACE

We have lots of job opportunities available only for you!

e Click on #READYTOWORK- find your next job. Register to apply for jobs here

Applying for an apprenticeship
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STEP 1: ONLINE REGISTRATION FORM (Glasgow) LLP

Registration

Faif Processing Notics
To fimd ot hiow wee well peosceesss. Bnd e your parsonal infommation in ponnaction with this raquast plaase sae our Privacy Polcy

D of Birsh DOMMWYYYY) Posiood

Mo Sgin
] i Policy
* Ciption 1 for Casnchiciany Fiagetrtion of ACoount
Buminesy Priwgcy Poloy
el

1. Enter date of birth.
2. Enter a valid Glasgow City Council postcede. To check that the postcode is within Glasgow
City, please access www.gov.uk/find-{ocal-council

a. If you do not live in Glasgow but attend/attended a Glasgow school, please

email Glasgow Guarantee to register -_guarantee@glasgow.gov.uk

Click FIND ADDRESS

Fair Progassing Notice

Too find cuat horew wee: will penatiass andd L your persorrsll infemaion in oornecsion with this request please-sae our Privacy Policy

Address

'y u

3. Select address from the drop-down list

Applying for an apprenticeship 8
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STEP 1: ONLINE REGISTRATION FORM (Glasgow) LLP

Heee you bt seiool within the last 3 months OR ane yvou sligibie 16 e school within the ned
months?

h:.

Plizzest et your mas! redently aftended school Pleasz select your schoal leming date

Aot you eligible to work in the UK?

Yes Mo

Do yous need a visa 1o work in the KT

Yeg Mo

4. Have you left school in the last 3 months OR are you eligible to leave school within the
next 3 months?

a. Select YES or NO

5. Select the most recently attended school from the available drop-down list
6. Select your school leaving date

a. Select Winter if you leave between October and March

b. Select Summer if you leave between March and August

7. Are you eligible to work in the UK?
a. Select YES or NO

8. Do you need a VISA to work in the UK?
a. Select YES or NO
b. Accepted VISA for registration include:
i. Indefinite leave to remain/settlement

ii. UK Partner Visa — EEA Family Permit

Applying for an apprenticeship
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PERSONAL DETAILS

Personal details

First name Middla name

Last name Date of Birth (DDMMYYYY)

Bl numibes

Initial Employment Status

Address One

Address Thres

Poshooda

Email Confirm amail

Usermame

Pazzwond Confirm Passwonrd

9. Complete all fields

a. Initial employment status — you should select School Leaver in this drop

down.

10. National Insurance Number is a mandatory field

a. If you don’t have an NI number, please contact Glasgow Guarantee at

Guarantee lasgow.gov.uk .

Applying for an apprenticeship
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STEP 1: ONLINE REGISTRATION FORM (Glasgow) LLP

11. Create a Username and Password

a. Think of a username and password that you’ll remember.

EQUALITY AND DIVERSITY:

Eduiality & Diversty

Aechieryioeg chiwar Ry In T wirbglancss 5 ITGROVTANT 10r us: I 'L jusst ADROUT COMpAyIFs) Wit The ket I8 KA resiugriasing el val i) ach offer s (Berarsoos, A Taling SBch o0 ey, W wind 10 (eCigniss
DOy s WAt raeechaes. of Thid a0, dsabilsy, Qirder, sl OndrEation, neligion o Dallel snd ersuns egumity somoes ST anoe. VW wirh B0 sespect 05N, 800 D i Sraitiv and undenstanding erpioe. W
Tl Ch TP Dl iy vl TRl Thal witan Pt G D T wusaivies Thisy D B0e Dediae and I Feains LS 10 Dalhar rafac] e COmimunity v serve, T Bisd This we will:

v Unciriales (osithes SCOoN BCTvities 10 peorndle teirees end dvansty Iougnoul &l our ecrullment Do
o Birke 10 oniiryally FNpnos O (NCCits n Cagkr 10 work pos kel with e COmrmunieg vl ssarv 50 Ceelop and angege o akiits and sbillties 50 EMpnov O afacTherass
v Commin to Teiss and dversity within &l our eecTiom B ansuns aeoact and dgnity for 6 amgloyes.

Positive Action

Ve recogrize Fat we are under-represeried by people bom minorty groups such as biack ard minosity ethnic peopie. lesbin, gay. bisewsl and rarsgerder and Fose who iderify 25 heving a disabiity. In order
i relss mwaronoss and promsts careers wishin Glesgew Gusrastes, we use Poaltive Action ta encourage and inflorn ingdividusls bom thess groups. Wi parmculerly snscunage spplicescrs trom Black and Mingriy
Efric {AIE). Disabled inclusng Addtioral Supported Learning requiemeants and Care Experienced cancidates who we woukd liee to see bether representad i employment. Positne Action is legal under the
Eoualty At 2000 and sobors 5o & rurmber of acthises orrployed by 57 crgansstion, which &g desgnad 1o courtenast Undel mepnssarasten and o Trusms are arned 8 sivactng people 1o
app¥y for posts, krowing that ther spplication will be ireeted mHNWNMmedmﬂwmmﬂﬁmianhm Positve Action activies that are supported
hﬂ#ﬂﬂﬁ'ﬂwﬂﬂlﬂuﬂbmﬁ Medarm Apprertceahips ug 1 Mith Birmdsy ¥ Cave Exporoncsd and Jen Birdciay § Disatbed,

In grder for Ls 19 onmure we sre providing equaliy of epperuniy wie stk thet el canciclaios compiete an Egualtios Menitaring Farm, this s inclugied within cur spplicsson pack,

Wins' waduile] wous ChiseCried yoour Qiticten T i U i (el s @ DO dar Dire0n Of INars pereon 7

o = | s, =

What i yeur Rslgion or Belef 7 Whet is your rational Iderary 7

S = | i =

Wihat is your efric e T

Vihat is your sedal criereation T

Pargnisl Slahue

- u

Sactorn

Whaal I8 your Firel Chosics Secaon? WALal s oo Seecand Chaics Busiosss Seckr 7

Wt i your Thim Craios Bactar}

12 Career sectors should be selected in order of preference - first, second and

third choice. These can be changed once your registration is approved.

Applying for an apprenticeship 11



STEP 1: ONLINE REGISTRATION FORM

o

CITYBUILDING
(Glasgow) LLP

Wt i@ yeer Highees! CualBoaton LT

iy Hissrawisd[nlil s

05 you Ripvd: lfa“; Foepormiiltion T

[ e g Ear e |
iy et e Eadir 1P A0S O En0 Sare S i)

oy

ey Fersper el sl
Doy s ity (D) Respossbilnes T

e

L Eocper

Higmam wons wer BOEn I cAM OF SN0 CATD DRpEeeTC

Leanlaliy

D o i oLt 401 el & Wy o bonegy e el Conn T

B 0 B IPRS BO IPRSTVELEE TS BTy PEBRDTEDE BOlLETTETES 10 STDIDET Nedis 0 ks 1D help

13. Qualification Level - select the highest level of qualification achievement you

have gained from the dropdown list e.g., National 4, Higher.

Applying for an apprenticeship
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STEP 1: ONLINE REGISTRATION FORM (Glasgow) LLP

Wheew i y0u haar aboul us?

Buyrien

Arrasd] Foetes vl an

AL risi ol Decomeng MEET

Fowrma mamissr of tha UK Armad Forces

Crirmndl Sofvitlasng

Theg relatec 10 Sy indiadol witd BaS 0 Crimaredl SOl Thal: - B mol "Soet - B Frioen Bl et Digresid Sne
et rom Descomeng 'soent’ - remains 3 Bame o progressng withan the Labour
mariet 8.0 gaps in oy

Mo oF afeciad by housang Sxoiuseon T LA i O poleldS s MO
Lraw Q) o1 B pIeDafsS FeCnodSd wOnd] vet") CeBa RO L C Il T Lrwei ofl 1 SeT0ed ST NS eledl wivII CWNDeiOai Tl e T
Lowsy DT Pty Zal O el 1 T L e TR DTl T
L coked after yoeng paen ! L Inscrpm o sphadd
Ly g T Lhantal Haath mraes
rams. peopss with a foreson backoround |such as P Roma T Mo of Limided wirk soiperance
Primary caner of 0 chid or chédinen undler 18 ] Primary Carer of olde parTion
P o T Substanoe related Cond oS

1 Fured el i i 90 Sonaiitions Fesrs

14. Barriers should be-selected if they are relevant to your current circumstances.
Click on the “?” to reveal the definition of each barrier. Multiple barriers can be
selected in this section.

15. Read the terms and conditions and tick the box.

16.  Submit your online registration form.

Once you submit your registration form, you will be automatically logged into
your account, but you will not be approved at this stage. You will be able to view

vacancies but WILL NOT be able to apply until you have been approved by Glasgow

Guarantee.

IF USING A PUBLIC PC, PLEASE DO NOT AUTOSAVE YOUR USERNAME AND
PASSWORD - other people using the PC after you will be able to log in to your
account.

Applying for an apprenticeship
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STEP 2: EMAIL ADDRESS VERIFICATION "-"TYgg:g':}e;ﬁf

Once you submit your online registration form, you are automatically signed into
your account, you will also be asked to validate your email address. To do this, the
Glasgow Guatrantee team will send you an email (see below) to the email address
you provided on your online registration form:

Example email:

Thank you for your registering with the Glasgow Guarantee. Before we can begin to process

your registration, you will need to validate your email address. You can do that by clicking on

this link. If you do not do this within 14 days your details will be removed from our system,
and you will be required to re-register.

Kind Regards

Glasgow Guarantee Team

Applying for an apprenticeship
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STEP 2: EMAIL ADDRESS VERIFICATION CITYBUILDING

{Glasgow) LLP

When you are logged in to your account, your dashboard will appear like the below:

Glasgow Guarantée vacances Busness Case Swdies

candidatel ,O\ !

My Account

Complete your Glasgow Guarantee account 3/3

Equal Ops
igibility or referral form Complete the Equal Opportunities form

—~
®) O O
(D f (&
| 1 b
Personal Details Rajected Higbility Documents. Qualifications Work Experience
Candidate Test 1 Add qualifications Add work exparience
emma.boyd@glasgow.gov.uk
01412878609
My A t | Savea History
paiie ' ,\
(™ LT /Vd[\|
)/ )
Key Skills Saved Vacancies Application History
Addl key skills

Your Account

O (O C
5 Je o ~

Change Usemame
candidate

Change Password Change Security Question Resend Email Validation

What is your first name? Click here if you need a new email validation

All steps are now complete for school leavers. Glasgow Guarantee will now be able to verify

School Leaver status and eligible registration applications will be approved by Glasgow
Guarantee

Applying for an apprenticeship 15
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Stage 1 — Application Form CITYBUILDING

(Glasgow) LLP

The Glasgow Guarantee application form is made up of 6 sections, some of which is
information that you can provide by completing your Glasgow Guarantee account.

Please make sure, before you start an application form that you have completed the following
areas on your account:

< Qualifications
< Work Experience
= Key Skills
- The information you provide in these 3 areas will be pre-populated into
the application form
- You will still have the option to edit/amend these areas within the

application form

APPLICATION FORM QUESTIONS:
Why did you apply for this position?

This is the most important question at this time of your life! You will be asked on every
application form and by everyone who interviews you. It is important to have researched your
chosen trade to give a good answer.

Every year, some City Building applicants give poor responses to this question because they
do not know what duties are carried out by their chosen trade. You must research both your
chosen trade and duties carried out within City Building.

Consider these:

= What duties will you carry out?

e What does City Building do?

< Do you have any work experience?

< Do you have any college experience?

< Why have you chosen that trade over others?

Applying for an apprenticeship 16
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Key Skills

In this fast-paced world, Scotland needs a future workforce who can adapt and operate
to any new challenges. With that in mind, the young people of City Building discussed
and agreed what Meta Skills are required in a Construction trade. Do you have any of the
following Meta Skills?

If yes, maybe a career in construction is for you?

Self-Management

Focusing - Sorting, Attention, Filtering

Integrity — Self-awareness, Ethics, Self-Control

Adapting - Openness, Critical Reflection, Adaptability, Self-Learning, Resilience
Initiative — Courage, Independent Thinking, Risk taking, Decision Making, Self-Belief,

Responsibility, Enterprising

Social Intelligence

Communicating — Receiving Information, Listening, Giving Information, Storytelling
Feeling — Empathy, Social Conscience

Collaborating — Relationship Building, Teamworking, Social Perceptiveness, Global and
Cultural Competence

Leading - Inspiring Others, Influencing, Motivating Others, Developing Others, Change
Catalyst

Innovation

Curiosity - Observation, Questioning, Information Sourcing, Problem Recognition
Creativity — Imagination, Idea Generation, Visualisation, Maker Mentality

Sense Making — Pattern Recognition, Holistic Thinking, Synthesis, Opportunity Recognition,
Analysis

Critical Thinking — Deconstruction, Logical Thinking, Judgement, Computational Thinking

Applying for an apprenticeship 17
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Key things to consider in your answer:

1.
2.

What key skills do you have, which are relevant to the role you are applying for?

Look at the job description and think about what you need to be good at to do the job/
apprenticeship.

Give examples of things you have done or studied that show your skills which match the
job/apprenticeship you are applying for.

Some examples of skills are teamwork, organisation, customer service, communication, IT

literate, time management and problem solving.

! Note! Give examples of why you believe you have the skills.

“l1 am a good at working as part of a team because | am in a football/volleyball
team and have to effectively communicate and work with others to succeed.”

What skills do you think are needed in your chosen trade?

Skills are great to have but so are qualities, skills can be taught but qualities cannot.

Qualities

Key things to consider in your answer:

1.
2.

What qualities do you have, which are relevant to the role you are applying for?
Look at the job description and think about what qualities you need to do the job/
apprenticeship.

Some examples of qualities are honesty, kindness, good work ethic, loyalty,

trustworthiness, responsibility, and reliability

What qualities do you have that would be beneficial in your chosen trade?

Applying for an apprenticeship 18
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Supporting Statement

Key things to consider in your answer:

1. Any other information you may wish to be considered in your application that is relevant to
the apprenticeship/job.

2. What are your hobbies and interests: are you a member of any clubs/groups/teams?
Mention any work experience including work placements and voluntary work.

4. Some roles require a driving licence, so you could mention if you have one or are currently
taking lessons.

This is an opportunity to sell yourself. Highlight your achievements and don’t worry if they are
not related to construction, they can be transferable.

Complete the following personal profile and try to include everything to sell yourself. You can
cut and paste into your profile later if you wish.

Applying for an apprenticeship 19
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- CITYBUILDING
Personal Profile - You Try (Glasgow) LLP

Why do you want the apprenticeship?

Qualifications?

Skills and abilities?

More about yourself

Once complete, you will be prompted to submit your application form online. Please check
that it has been sent as you should have a notification.

When all application forms have been received by City Building, every applicant will be

allocated a date and time for testing. It is important to notify them if you cannot participate
due to appointments or holidays.

Applying for an apprenticeship 20
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. .. - CITYBUILDING
Numeracy, Literacy, & Colour Vision Testing (Glasgow) LLP

You will be notified by email/letter to attend City Building’s Training College for testing.
The address is

Atlas Industrial Estate,
12 Edgefauld Avenue,
Springburn,

Glasgow, G21 4BB.

Phone number — 0141 287 3279

When you arrive, you will be greeted by some of our apprentices and taken through the
following:

= Signin

e Taken to waiting area

= Given PPE (Personal Protective Equipment)

= Given safety induction

e Q&A session

e Escorted around the campus for testing

This is an ideal opportunity for you to ask any questions you may have about the recruitment

process and apprenticeship. Our apprentices have been through the same experience and
have a wealth of knowledge which will help you.

The following page has a few numeracy and literacy examples for you to try.

Applying for an apprenticeship 21
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Test your Knowledge (Glasgow) LLP
Try the following examples to test your knowledge.
1. Read the extract and choose the correct spelling to fill the gap.
The assessment assesment was not
as dificult difficult as she expected it to be.
2. Read the extract and choose the correct spelling to fill the gap.
They’'d booked the holiday months munths before and were
really looking forward to getting away. The airoplane aeroplain aeroplane
was due to fly fligh at 6pm

but they were going to get to the airport in plenty of time.

3. These five symbols can be seen on fabric care labels. A cross through any symbol means do not bleach,
wash, etc.

Click on the symbol which means DO NOT dry clean
A Bleaching a Ironing [7
@

w Washing ® May be dry-cleaned ‘E"
o Tumble-Dryin ‘ \
s ‘ .4 |

e

OR/K

1o} 3|
|~ 5]
=1 ® |

bW
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4 . This is an action packed movie for all the family. Its an excellent adaptation of Green'’s best selling book.
The film will be released at the beginning of September. It is one not to be missed.

This film is based on a book?

True False

5. Which of the following is the correct punctuation?

The road’s were closed

They’re welcome to our house.

Was she alright.

6. Which of the following is the correct punctuation?

Help!

What time does the film start.

She didn’t get the job

7. “Smoke alarms, sometimes called smoke detectors, are easy fit and cheap to buy. Some alarms offer
additional features which you may consider an important safety feature for your home.
These include:
e Aflashing indicator light to show if the alarm is working.
* An override button which disables the alarm if triggered by accident.
» An’escape light’ providing an emergency light if the alarm is activated.
» Interconnection with other alarms so that one unit automatically triggers others - useful in
larger homes
“Alarms should have a British Standard Kitemark, to show that they conform to British Standards”

The purpose of the text is to:

Persuade the reader to buy a particular type of type of smoke alarm.

To provide information about smoke detectors.

To highlight the dangers of fire.

Applying for an apprenticeship 23
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8. Inthe number 61.02, the 2 is worth?

9. 335+455=

20

2/100

20/100

380.5

480

785.5

385

10. You received a voucher card worth £100. After spending £45.20, how much money do you have left?

Applying for an apprenticeship

£44.80

£46.00

£54.80

£38.60
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CITYBUILDING
{Glasgow) LLP

11. 4x6.5=

12.72+ =18

24

39.35

36

26

13. How much money did you spend the previous night if the movie ticket cost £11, the popcorn cost £4.50,

and the drinks cost £77?

Applying for an apprenticeship

£21.00

£22.50

£19.50

£18.00
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(Glasgow) LLP

14.

What fraction of this shape is shaded?

1/2

3/8

2/4

15. You set off on a journey at 7:25 and arrive at work at 08:45. How many minutes did your journey take?

25

50

80

95

There is plenty of online tests you could practice on.

Try this one. https://bpec.org.uk/aptitude-test/

Applying for an apprenticeship
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Practical Testing (Glasgow) LLP

You will be asked to carry out a practical test in your chosen trade. It is at a basic hand skill
level and set to assess your ability in the following:

= Following instructions both verbally and from a drawing
= Safe use of tools

= Correct use of tools

- Safe attitude to work

= Basic handskills

- Attitude to the task

= Proper use of PPE

e Housekeeping

As you will see, the above observations are more about your qualities rather than skill. At
City Building we believe that with the right attitude, you can achieve anything therefore, we
assess your behaviour, attitude, and enthusiasm.

You will be required to wear comfortable clothes for the testing stage instead of more formal
wear for the final interview, as you will be in the workshop and computer room.

NO FOOTBALL COLOURS ARE PERMITTED!
Final Interview
The final interview is an opportunity for you and staff to meet and try to get to know a little
more about each other. The interview will be no more than 20 minutes with a panel consisting

of a Senior Instructor and Site Manager with the trade background of your choice.

City Building is proud that it keeps the interview questions simple, they understand that this
interview is probably your first, and therefore you might be very nervous.

Applying for an apprenticeship 27
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Successful candidates from Stage 1 will be invited in for a final interview.
Answer the following:

What is appropriate dress for a job interview?

What time should you arrive for the interview?

What questions do you think you will be asked?

1.

2.

How should you answer the questions?

What questions would be good for you to ask?

1.

2.

3.

The idea is to STAND OUT FROM THE CROWD!

The following information is all about City Building as an organisation, what it delivers, who it
delivers to and its culture.

Complete the tasks to help you increase your knowledge and understanding of the
organisation.
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City Building LLP (Glasgow) LLP

What do you know already?

Write down what you already know about City Building before doing any research.
Things to think about:

e How many employees
< What services does the organisation offer?
< Who are our customers?

< What have they built in Glasgow that you use as a member of the public?

Write your answers here.

e City Building LLP evolved in 2006 from the former Building Services Department of
Glasgow City Council.

= We are one of the largest construction companies in Scotland.

< We serve a wide range of customers from the public and private sectors.

= We carry out over 500,000 repairs each year in people’s homes and public buildings.

 Design and manufacturing factory (RSBi) producing windows, kitchens, office furniture and
more.

< We have our own Training College delivering an apprenticeship programme to over 300
young people as well as continual training for the wider workforce.

e We are now jointly owned by Glasgow City Council and Wheatley Housing Group.

Applying for an apprenticeship 29



o

CITYBUILDING
(Glasgow) LLP

City Building LLP is proud to offer real jobs to the communities of Glasgow that will contribute
lasting investment to its city. We ensure our young people receive the best training and
development not only in their hand skills but also ensuring they become a well-rounded
citizens of Glasgow, ensuring a legacy for the future.

Our apprentices are well known for their maturity, good communication and problem-solving
ability and, their work within community projects. They have excellent knowledge of health

& safety and how to ‘speak up stay safe’, through our bespoke induction programme of
mandatory health & safety topics, softer skills workshops, guest speakers and additional
health & safety qualifications. Our investment in this training develops our apprentices quickly
to become productive and valuable to the wider workforce, allowing them to gain excellent
on-site experience across various sites in the City.

New Build Homes

L :
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New Build Schools

New Build Care Homes
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Emirates Arena

BMX Track
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Repairs & Maintenance in Customer’s Homes

Applying for an apprenticeship

Royal Strathclyde Blindcraft Industries
(RSBi) is a distinctive organisation

with unique resources and is the
manufacturing division of City Building.
Specialising in manufacturing a wide
range of products, RSBi is also dedicated
to making a difference in the community.

From its roots as a supported factory
for the visually impaired, RSBi is today
committed to providing opportunities
for people with disabilities, as well

as helping towards the economic
regeneration of the local community and
beyond.

This contribution makes RSBi one of
the country’s leading examples of social
enterprise, combining commercial
success with socially responsible
practices.
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What City Building LLP is looking for? (Glasgow) LLP

As a company, the full workforce strives to ensure an excellent reputation within the
construction industry. Every employee knows that they are integral to the success of the
organisation and ensures they have good timekeeping and attendance, customer care, good
housekeeping and thrives in a diverse workforce and City.

Skills

1. Good timekeeping and attendance — these 2 skills are the most important for all
employees of City Building. We want to ensure an excellent service to our customers
therefore, being on the job on time, is essential. Good attendance is crucial in learning as

much as you can about your trade.

2. Handskills — Having basic hand skills is beneficial however, this skill will be developed by

the help of on-site experience and staff at college.

3. Communication — you will be treated as a young adult therefore expected to be able to
communicate effectively. This means speaking to everyone with respect and a level of self-

awareness.
4. Numeracy/Literacy & Science — The higher skill level you have in these 3 areas, the
easier your studies will be. Your apprenticeship is at Higher National Level therefore you

should be comfortable with more complex problem solving.

5. Housekeeping - Being a tidy worker is crucial in the construction industry. Customer’s

value good work as you are in their home and they want you to respect it.
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Qualities

1. Team Worker — Construction is all about teams working together to get a job done. Can

you work with others and respect differences?

2. Trustworthy — Can you be trusted to work other people’s property, handle expensive

materials, and complete tasks with minimal supervision?

3. Take constructive criticism — The apprenticeship is a programme of learning both at
college and on-site, can you accept someone’s comments on your work and learn and

develop from it without taking offense?
4. Enthusiastic learner — Completing an apprenticeship with City Building is a golden ticket

to the rest of the world. Our most successful apprentices were keen to learn more and

more about their trade, to make them more informed and better skilled.
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What will you gain from an apprenticeship? AT asgoen Lir

Write your answers here.

Reflection

Complete the box below on what you have learned today about yourself and City Building as
well as how you feel about the possibility of applying for an apprenticeship.
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Numeracy/Literacy Answers (Glasgow) LLP

12.

13.

14.

15.
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City Building’s Values (Glasgow) LLP

City Building is committed to “Building a Sustainable Future” for our clients, partners, and
employees.

Our mission is to contribute excellence in construction, repairs,

maintenance, manufacturing and training to customers, our employees, suppliers, and the
local communities in which we work.

Our unique social ethos will continue to underpin everything we do and will drive the creation
of training and employment opportunities for a diverse range of people, including minority
and other under-represented groups across Glasgow and beyond.

We will continue to contribute to build a better society by using socially inclusive practices,
and delivering effective, accountable products and services which offer value for money and
enhance the quality of life, safety, and wellbeing of our stakeholders.

Our values, which are embraced by all employees, are:

Excellence: to deliver quality in everything we do.

Honesty: to always promote honesty in our communication with all stakeholders promoting
partnerships and sustainability.

Ambition: to do more for our clients and partners and provide more opportunities for our
employees and stakeholders as part of our change and growth strategies, succession planning
and sustainability.

Trust: to be trusted by our employees, clients, and partners.

Community: to build more sustainable communities through social, economic and
community engagement.
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