
Step by step
to employment



Introduction

There are lots of steps you need to go through
on the way to getting a paid job.

In this document, we will explain these steps.

It can sometimes take some time to get through 
the whole process, so it is important to
be patient. 

These will include things you need to do and 
things the employer needs to do.
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The organisation will fi rst think about what they 
need doing. This will form a job specifi cation. 

A job specifi cation is a document which explains 
the duties, responsibilities and functions of a job.

The job specifi cation will include things like the 
qualifi cations, personality and skills the
organisation is looking for in a person. 

A job specifi cation is sometimes called a
‘job spec’ or ‘job description’.

Part 1: Recruitment need

Good to know!

‘Job
spec’

‘Job
description’



The employer should think about making the job 
specifi cation as clear as possible. 

The employer should also think about accessible 
and alternative ways to share information about 
the job. 

Once you have seen a job you are interested in, 
you will have to prepare your application. 

This will usually include fi lling in an application 
form, which will usually include writing a
supporting statement.

Part 2: Applying for a job

Once you are happy with your application,
it is time to send it. 
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SEND



Interviews

If you are lucky enough to be invited to an
interview, you will usually get a call or e-mail. 

This will tell you the date, time and location of 
your interview.

The organisation will sometimes ask you to
prepare a task such as a presentation.
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Presentation

It is always a good idea to research the
organisation when you are preparing for
your interview. 

It is also a good idea to look at the job
description closely and understand what the
organisation is looking for. 
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Good to know!

You can bring notes in to an interview to help
you remember things.
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Interviews

Good to know!

You can ask for reasonable adjustments in
your interview. 

Don’t worry if you are not invited to an interview. 

It is important to keep going and applying for
similar roles.  

If you get an interview but are not off ered the
job, it is always a good idea to ask for feedback. 

This will help you in the future. 

Remember!

Successful at interview

If you are lucky enough to be successful in your 
interview, you will usually get a call or e-mail
off ering you the job.  

You may need to provide extra information,
such as ID. 

You will be given a start date. Remember, you
may not be able to start straight away so it is
important to be patient. 
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When you start a job, you will be given
an induction. 
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Starting a job

An induction is the process of getting you settled 
in to your new role.

An induction should give you the information 
needed to become a valuable team member. 
It should also include showing you around the 
work place and explaining how things are done.

Welcome to work!
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You will also be told about your probation period.

A probation period is the time at the start of
a job when you will be assessed on how well
you perform in the job.

It also the opportunity to learn skills and how
the role works.
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There is a chance you may get paid a little less 
during your probation period. 

Probation periods can last anywhere from
1 month to 1 year.

Starting a job



Working in partnership:

For more information about the project:
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