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CAREERS SERVICE

STATEMENT OF SERVICE – EMPLOYERS AND PROFESSIONAL BODIES

This statement of service can also be provided, when requested, in alternative formats.

The Careers Service aims to enable the University’s students to make informed decisions about their career choices, take steps to realise their goals and to develop the capacity to manage their careers throughout their working lives.

In order to facilitate this process, and to support the University in developing the employability of its students, employers, professional and recognised voluntary bodies can expect provision of the following:

· organised Information Room reference section facilities for the holding of employers’ brochures, reports, videos, application forms and other materials.

· opportunities to publicise their organisations and their vacancies to students and recent graduates of the University e.g. vacancy bulletins.

· on-line access by students from the Careers Service to the web-sites of employers and professional bodies

· free publication of vacancies, vacation schemes and other opportunities

· advice  in connection with recruitment practices in the graduate market

· attendance by Careers Service staff (as available) at employment and opportunity briefing days organised for HE Careers Services

· preparation of student applicants using the Service, by provision of careers management skills-related activities, impartial guidance and training in job-search techniques.

Web-site: http://www.bolton.ac.uk/careers

Contact:
Careers Service, Student Services ,Eagle Mall



Bolton BL3 5AB          



Tel:
01204 903080
     9.00am – 5.00pm (Monday – Friday)



Fax:
01204 399074



e-mail:
careers@bolton.ac.uk.

EXPECTATIONS AND ENTITLEMENT

The Careers Service regards employers and professional bodies as a key client group and productive relationships with you are valued.  You are welcome to make use of the services outlined above, but are asked to bear in mind that students and recent graduates are responsible for their own job-seeking behaviour and priorities and will therefore make use of the information provided as they see fit.  Information and associated guidance made available to them is intended to be of benefit to all concerned.  It is not anticipated that Careers Service staff will be involved in selection processes or have their impartiality compromised.

You are entitled to expect that the Service will be staffed by competent and appropriately qualified or experienced personnel who will help you in a courteous and professional manner; and that the Service’s activities will contribute to

· the successful fulfilment of your recruitment and placement objectives

· increased awareness amongst students and recent graduates of your recruitment and business needs

· candidates who will have had the opportunity to use the Careers Service to work through the career choice process and prepare themselves for their job-hunting

· ease of access to suitable staff to discuss your requirements

· observation of the AGCAS/AGR/NUS Code of Practice relating to recruitment

· the distribution of materials made available.

The Service is entitled to expect that you will

· provide reasonable notice of facilities required

· honour commitments made

· supply information in suitable formats to be held and made available to students

· provide sufficient notice to students of application deadlines

· provide sufficient notice and details to students of interview and selection dates and processes.

COMPLIMENTS, COMMENTS AND COMPLAINTS

Your opinions about the services provided will be sought on a regular basis, so that activities and information provision can be adapted to meet your needs and so that quality standards can be met.  If you like what you see, please say so!  If you don’t or if you think there are improvements, which can be made, the Careers Service would like to hear from you.  This can be done via a suggestions box in the Careers Service and the Student Centre.  Both informal and formal feedback is welcomed.  By discussing your concerns issues can often be resolved, however, for those which can’t, the University does have a formal complaints procedure.  Complaints about the services should be submitted via a complaint form, available from the Student Centre. 

Equal Opportunities

As a member of AGCAS (the Association of Graduate Careers Advisory Services), The University of Bolton’s Careers Service is committed to promoting equality of access and treatment in education, employment, training and guidance, regardless of race, religion, gender, disability, marital status, social class, age or sexual preference.  Forms of unlawful direct or indirect discrimination or unequal treatment or unethical behaviour will be challenged.
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