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Careers Service
Information for International Students

This handout aims to provide information and help specifically for international students studying at the University of Bolton.  International students are defined here as students who normally live outside the UK and European Union/European Economic Area (EEA).  If you are a national of a member state of the European Union/European Economic Area, this handout does NOT apply to you.

How can the Careers Service help me?

As an international student studying at the University of Bolton, you are entitled to use all the facilities of the Careers Service.  This includes job hunting resources, such as free information booklets and handouts, videos and career service talks as well as advice and guidance services such as an opportunity to book a confidential appointment with a Careers Adviser.

The Careers Service can help with a variety of issues, including:

1. Finding part-time work opportunities whilst you study.
2. Help with CVs and application forms.
3. Finding employment in the UK.
4. Further study in the UK.
5. Finding employment if returning to your home country.
1.
Part-time work whilst you study
As well as being a chance to earn money, work experience can provide a valuable chance to develop skills rated highly by graduate employers, for example, problem solving, team-working, numeracy, creative thinking and leadership.  Most international students are eligible to work part-time whilst they are studying at the University (upto 20 hours per week).  If you have a ‘prohibition’ passport stamp or visa sticker, it is important that you check your status with a University Adviser authorised to give such help.
Authorised Advisers 
The Advice Unit Co-ordinator based at the Student Union.

Tel: 


01204 900850 or Fax: 01204 900 860
Email: 

info@ubsu.org.uk
Website: 

www.ubsu.org.uk

Opening Hours: 
Monday to Friday between 9.30am &4.30pm during term time
Part-time Work: Terms and Definitions
Employment, work and job are terms that are often used to mean the same thing.  Similarly, Company, Firm, Business and Employer are also often used interchangeably.  However, the following terms may also be used in job adverts:
· Voluntary work is usually unpaid
· Work experience may be either paid or unpaid.  It can also be referred to as a work placement or internship.
· Casual work or part-time work is paid and is typically taken by students in retail (shops), pubs, restaurants, tourist attractions, offices, night clubs, warehouses, etc.
· You should also be aware that some jobs advertise pay rates as pro rata.  Pro-rata is used on job adverts for part-time work where the salary is a portion of what the annual salary would be if it were a full-time job.  For example, a job that is three days a week advertised with a salary of £17,000 pro-rata would means that you would be paid 3/5ths (60%) of £17,000 a year.

How Can I Find a Part-time Job?
· Part-time work is advertised via the Jobshop, based within the Careers Service, and can play a very important role in helping you develop your employment skills and earn money at the same time.  The Jobshop advertises a range of part-time jobs with companies in the local area.  These jobs can be found in the Jobshop or you can access them via the Jobshop website at www.bolton.ac.uk/jobshop.
· The Jobshop can’t apply to companies on your behalf, employers expect you to apply to them directly.  However, they can provide you with handouts on filling in applications forms, writing covering letters and producing CVs (resumes) to ensure that you are presenting yourself in the best possible way.
JobShop Staff  

Barbara Boardman and Andrea Riley 
Tel:



01204  903080  Fax: 01204 903809 
Email:        


BB2@bolton.ac.uk
Website:



" 

www.bolton.ac.uk/jobshop


Opening hours:

Mon to Fri 9.00am to 5pm term time only 

National Insurance

What is a National Insurance(NI) Number?

· Employers may ask you for your National Insurance number when you apply for a job vacancy, complete an application form or start work.  NI numbers are used to ensure that everyone who works pays their National Insurance contributions.

What are National Insurance contributions?

· National Insurance is a compulsory government tax that is automatically deducted from your pay if you earn more than £110 per week from a job.  National Insurance contributions are usually about 11% of your pay.

· Everyone who earns more than £110 per week must pay National Insurance contributions, International students are not exempt.  You cannot claim National Insurance contributions back.

How to get a National Insurance Number:

You will need to apply for a National Insurance number by telephoning 0845 600 0643.  They will then send you a form through the post which you complete and return to them.  They will ask for copies of your documents but not the originals.  Occasionally they may invite you to an interview to confirm your details, but this is becoming more unusual. 
It may take the Benefits Agency between 3 to 6 weeks to issue your National Insurance card. Although employers are allowed to employ you without a National Insurance Number, most of them are reluctant to do so because of the illegal working regulations and because their payroll systems will not work without an NI number. 
2.
Help with CVs

Many employers will ask you to send in your CV (resume).  Your CV is your marketing tool; it summarises your qualifications, experience and skills, targeting that which is most relevant.  A good CV or application can go a long way to convincing employers that you are fight for the job.  The following handouts are available free of charge from the Careers Service and will help you produce your own CV, fill in an application form or prepare for an interview:

· How to write effective CVs and covering letters

· How to complete application forms

· Interviews

CV Check 

If you feel you need to speak to a Careers Adviser on a one to one basis about your CV or applications that you are making, come and use our service – see website for details of times.  You don’t need an appointment and you can use the time to get some immediate feedback on your CV or the content of your applications. Check www.bolton.ac.uk/careers for drop in and appointment details.
International Qualifications 

Not all employers will understand how your qualifications compare to UK ones.  For information on UK qualifications check the UCAS tariff on the UCAS website at www.ucas.com.  You may find it useful to contact the National Academic Recognition Information Centre (NARIC).  NARIC can check your overseas qualifications and give information on their equivalence to UK qualifications.  They can provide a letter of comparability.  Please note NARIC charge for their services. Website:
www.naric.org.uk
The UK NARIC (ECCTIS Ltd)
Oriel House, Oriel Road, Cheltenham, Gloucestershire GL50 1XP

Tel: 0871 330 7033

Fax: 0871 330 7005
3.
Finding Employment in the UK

As an international student from a non-European Union/EEA country, you are studying in the UK on condition that you intend to return home, or leave the UK on completion of your studies.  It is difficult for international students to get permission to work in the UK after completing their studies. Individuals from outside the European Union/EEA are normally required to fulfil certain criteria in order to stay and work in the UK after graduation.  It is essential that you find out whether you will need to fulfil certain criteria in order to take up employment in the UK.

Points based system
There are various types of schemes, but one which is proving to be very popular among international students is the Tier1, Post Study Work visa. PSW was introduced on 30 June 2008 and replaced the International Graduate Scheme (IGS). PSW allows non – EEA students who have successfully completed an undergraduate degree, masters, or postgraduate qualification the opportunity to work in the UK for 2 years upon completion of their studies. To apply for this scheme you must pass a points based assessment and score 95 points. If granted leave under this scheme there are no restrictions on the type of work you can do.  Please visit http://www.ukba.homeoffice.gov.uk/workingintheuk/ for more information. 
Where can I get Further Help and Advice?

The Careers Service is not able to give advice on the points based system: only authorised staff are able to provide immigration advice to international students.  It is important you consult the adviser in the Students Union Office or the Immigration Advisory Service. Please check the Student Union web pages for information on working in the UK after your studies
University of Bolton Students Union
www.ubsu.org.uk
Tel:          01204 900850  

Email:      info@ubsu.org.uk
Immigration Advisory Service

www.iasuk.org 
Tel: 
0844 974 4000 for advice Monday to Friday 9.30am to 5.00pm
Email:       manchester@iasuk.org
Further Information

The UKCISA website is important for keeping up-to-date with changing government advice in the area of work permit and visa advice.  There are several work schemes for particular graduates to remain in the UK.  For more detailed information visit www.ukcisa.org.uk. There are frequent changes to the rules affecting international students and recent graduates wishing to work in the UK and it is recommended that you check these sites for the most recent information.
UK Border Agency
This site gives a round-up of all the schemes and programmes which enable nationals from other countries to come and work in the UK.   www.ukbahomeoffice.gov.uk
· UKCISA: UK Council for International Student Affairs
UKCISA provides advice and information to international students studying in the UK; this website provides a useful guidance note for international students on working in the UK after your studies

www.ukcisa.org.uk
· Where can I find information about Finding Employment in the UK

Once you know whether you meet the criteria required to stay in the UK, the Careers Service can help you with information sources of where to find job vacancies.  The following information will help you in your search.

· Chambers of Commerce
Global companies, especially those with a branch or base in your home country, or those seeking to develop links in your home country may be a useful place to start.  Chambers of Commerce may be a useful starting point, as chambers often hold details of UK based companies operating abroad or those trying to establish specific overseas links.  The British Chambers of Commerce act as a national network of quality-accredited Chambers of Commerce act as a national network of quality accredited Chambers of Commerce and acts as a gateway to find Chambers throughout the UK and also UK Chambers based abroad. 

www.chamberonline.co.uk/chamber-network/chamberlist
4.
Further Study in the UK

If you wish to remain in the UK longer than the period initially granted in order to undertake further study, you must apply to the Home Office to extend your leave to remain in the UK.  Again it is important that you seek advice from the authorised student advisers listed above.  

How can I find out about Postgraduate Study 

Further study after a first degree, usually takes the form of postgraduate study or research.  To find out about postgraduate study in the UK, the following handouts would be of use:
· Information on Postgraduate Study (AGCAS)
· Information on Funding for Postgraduate Study (Prospects)
Please ask the Careers Help Desk for copies of these booklets.

Other sources of Information 

International students should contact their local office of the British Council for detailed advice specific to the home country.  This includes advice on the British Chevening Scholarships & The British Council Fellowship Programme www.britishcouncil.org/learning-funding-your-studies.htm
· The British Council also has a Scholarship Search database, which allows you to search for potential sources of funding

www.educationuk.org/scholarships/
· UKCISA: UK Council for International Student Affairs
Information on sources of funding for international students can be found on the UKCISA website. www.ukcisa.org.uk
· Graduate Prospects

Here you will find information on finding a course of study and details of possible sources of funding. www.prospects.ac.uk./links/Fundstudy
· The  Association of Commonwealth Universities

The Association of Commonwealth Universities administers a Commonwealth Scholarship and Fellowship Plan, to enable overseas students to study in the UK.  This site also gives information on the Marshall Scholarships, which enable students from the USA to study for up to 2 years in the UK. www.acu.ac.uk
5.
Finding Employment in your Home Country

Even if you are hoping to have an international career, the majority of international students return to their home country to start their careers as this is often the easiest way of getting started.  The following sources offer a useful starting point.
· University Services 
Check graduate recruitment services at home- your local University may be willing to give you information and advice on local graduate opportunities.  For contact details for universities in different countries throughout the world, try the following websites

· Briantrack University Index 
This links to 5,300 institutions in 152 countries and contains contact details of higher educational institutions all over the world.

www.braintrack.com



· Universities Worldwide 
A searchable database of universities internationally

www.univ.cc/



· Professional Associations 

Check local professional associations, eg for business, education, science, medical services, accountancy and law.  Such professional associations can usually be found via the internet or via the British Library webpages covering business sources on the internet.

www.bl.uk/catalogues/business/
· Alumni
In some countries, the British Council have a UK alumni group to help with business networking.  This sometimes extends to having job clubs for graduates with UK qualifications where you can post your CV online, get access to a suitable company that has signed up with the British Council.  See what is available in your country by checking the website of the British Council in your country.

www.britishcouncil.org/home-contact-worldwide

· 
Graduate Recruitment Directories
A growing number of graduate recruitment publications have overseas opportunities, eg the Graduate Prospects website provides information on job opportunities in many different countries throughout the world.  Simply click on the country you wish to work in and check the contacts and resources section.

www.prospects.ac.uk/links/Abroad



· Overseas Companies
Make contact with overseas employers by sending speculative enquiries using your CV and covering letter.  An excellent source for national and international business directories is the Commercial Library in Manchester.  This is based at:
Central Library

St Peter’s Square

Manchester

Tel: 0161 234 1900
Opening Hours: 
Monday – Thursday 9am to 6pm, 
  





Friday    – Saturday 9am to 5pm

· Chambers of Commerce
These may be a useful starting point, as Chambers often hold details of locally based companies.  The World Chambers Network acts as a gateway to find Chambers throughout the world.

www.worldchambers.com/



· Embassies
High commissions and embassies from other countries will usually have information about jobs in their countries, or have a website with latest business news.  The Foreign and Commonwealth Office keeps and up to date listing of all the representatives of foreign states and Commonwealth countries in London.

www.fco.gov.uk



· Newspapers
National newspapers from overseas countries are useful sources of graduate and specialist vacancies. Many newspapers can now be found online at

www.onlinenewspapers.com
· Further Information
You may find it useful to pick up a copy of the free Agcas booklet “Careers and Further Study for international Students “.  We have other specialist information aimed specifically at International Students plus details of how to track down opportunities in a range of countries.
· Useful websites

For further information about immigration advisory services please visit: www.oisc.gov.uk and www.bia.homeoffice.gov.uk
The UK visas website: www.ukvisas.gov.uk provides information for students applying for entry clearance to come to the UK.

European Association Agreements information is available from the AIRE Centre (Advice on Individual Rights in Europe): www.airecentre.org
Joint Council for the Welfare of Immigrants (JCWI) offers free legal advice on immigration, nationality and asylum matters to immigration law professional and private individuals: www.jcwi.org.uk
Finally, the Immigration Advisory Service (IAS) is available for individuals in urgent need of advice.  For regional services visit: www.iasuk.org
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