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A Guide to the Careers Service/Job Shop for users with specific needs

The Careers Service/Job Shop is committed to helping those with specific needs get the most out of the service.

We are based within Student Services in the Chancellor’s Mall, which is accessible for wheelchair users. If you do require additional support staff will be only too pleased to help.

A portable induction loop is also available so please indicate to help desk staff if you would benefit from this facility.

Information Resources
Photocopying

There is a photocopier which can be used to enlarge text. Please enquire at the help desk.

Adjustable Height Desk

There is one desk that can be adjusted and priority will be given to users requiring this facility. Please enquire at the help desk for the height to be adjusted as necessary.
Files relating to information for students with disabilities

This series of yellow files can be found in the first bookcase, which spans the middle of the careers room. They contain information on employment issues, disability legislation, work placements, disability groups and profiles of students with disabilities.  The Hobsons equal opportunities casebook “Guide for disabled students” and their “diversity handbook “ is available for reference and there maybe further copies to take away.

Videos

The following titles have subtitled versions. Please enquire about viewing at the help desk.

· Looking good on paper [CVs, application forms and covering letters]

· Jobs Online [applying for jobs via the internet]

· Why ask me that? [Interviews]

· The assessment video

· Can I have a few minutes of your time? [Developing a networking approach]

Advice and Guidance

If you wish to arrange a meeting with a careers adviser, we offer 2 different services.

· “Drop In” No need to book in advance just turn up and spend approximately 15 minutes with a careers adviser.  Ideal for a quick chat, a brief query or CV/Application form checking. See www.bolton.ac.uk/careers for times
· “Appointment” These interviews are normally 45 minutes long and are suitable for more in depth careers guidance. 

	Tues-

day
Appts
	9.00
	 9.45
	10.30
	11.15
	Lunch

12 to 

12.30pm
	Drop In 12.30 to 2.00pm 
	2.00
	2.45
	3.30
	4.15

	Wednes-

Day
Appts
	
	10.00
	10.45
	11.30  
	Lunch

12.15 to 1pm  
	Drop In

1.00 to 2.00pm
	2.00
	2.45


If a careers adviser is not available we will aim to inform you in advance via the news and events page on our website, so please check prior to calling (www.bolton.ac.uk/careers/news-events.html), 

Full-time Vacancy Information

The University of Bolton Careers Service is a member of the Graduate Vacancy Partnership GVP www.gvp.org.uk.  The student code is bolton. 
This website is where other local northwest universities and ourselves place our graduate vacancies. When you start your job search in your final year make sure you check this site at least once a week. The site has a visually impaired facility. We do produce a hard copy version, which is available in large print on request. Please collect from the Careers Service.

Job Shop

This service assists you to find part-time work during term-time.

Part-time vacancies and other relevant information are available at any time in the Careers Service and on www.bolton.ac.uk/jobshop   Job Shop staff are available to answer more specific enquiries.

Feedback

We would welcome your comments and suggestions on ways we can improve the services we offer to users with specific needs. Feedback forms are available from the help desk.

(  Any queries telephone: 01204 903080

This leaflet is available in large print, please ask at the help desk.
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