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CAREERS SERVICE

STATEMENT OF SERVICE - STUDENTS

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

MISSION

We aim to provide a first class Information, Advice and Guidance service to prospective, current and past students.

VISION

· To be aware of the differing needs of our customers and give appropriate assistance and guidance

· To maintain and update our information services

· To continue to develop and improve the marketing of our services to all our customers

· To constantly improve our services by evaluation and customer feedback

· To seek out those who do not access our service currently to encourage maximum use of our services

· To integrate appropriate services in to the curriculum

WHAT WE OFFER

The Careers Service offers

· A facility where you can call in with your careers or employment query which will be dealt with by friendly and responsive staff.

· A well-stocked and organised information base containing reference and take-away materials on a wide range of options relating to graduate occupations, courses, career planning and job/course hunting.

· An on-line careers service through our developing web-site and the delivery of careers support packages through our computer network.

· One-to-one booked appointments with a careers adviser.

· Careers support for those students with specific needs available via an appointment with the careers adviser.

· Careers workshops on topics such as CV writing, completing effective application forms and interview techniques.

· Support with finding part-time work while you are studying

Location: 


The unit is located within the Student Centre, Eagle Mall and is usually open to students Monday to Friday 9.00am – 5.00pm. 

How to Contact Us: 


You can contact us by calling into the unit or by telephoning 01204 903080.  
An out of hours voice mail system is in operation.  

Access to Careers and Vacancy Information through IT

A wide variety of information is accessible to all students by visiting our website.  This provides you with your own virtual careers centre at the touch of a button. 

www.bolton.ac.uk/careers

EXPECTATIONS AND ENTITLEMENT

The process of identifying career options, making choices and planning for realisation of your goals, can be painstaking and time-consuming.  Developing career-planning skills generally means working through various stages which relate to acquiring self-awareness, researching opportunities, making decisions and taking action.

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

· Understanding of your capabilities, personal qualities, values and what motivates you and the vocational implications of these factors

· Increased awareness of appropriate opportunities

· Greater access to relevant and up-to-date information and to other agencies where this is necessary

· Increased effectiveness in your career-planning decisions

· Ability to market yourself effectively to potential employers and course admission tutors.

The Service is entitled to expect that you will

· Honour any commitments made by attending guidance slots, presentations and workshops

· Be prepared to recognise and work through the guidance process,

· Take responsibility for making your own decisions, researching your career choices and taking action to realise your career goals

· Treat with respect the staff with whom you come into contact and the materials made available for you and others to use

· Observe the terms of the AGCAS code of practice in connection with recruitment practice

· Make the Careers Service aware, in advance, of any special needs relating to the provision, in alternative formats, of career education, information and guidance.

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.

If you would like a copy of this statement of service, please ask.

MANY OF THESE SERVICES CAN BE USED BY ANY UNIVERSITY OF BOLTON GRADUATE AND ANY GRADUATE OF ANY INSTITUTION OF THE PAST 3 YEARS, SUBJECT TO INDIVIDUAL ARRANGEMENTS BEING MADE AND TO AVAILABILITY OF STAFF AND INFORMATION.
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