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The first step to getting any apprenticeship is finding out about opportunities in 
the first place. There are several places to find out about vacancies:

MANCHESTER MET WEBSITE
Vacancies with organisations offering 
Degree Apprenticeships with Manchester 
Met will be listed on our website:
mmu.ac.uk/apprenticeships/vacancies

JOB ALERTS
If you have registered your details on 
the Manchester Met Apprenticeships 
website, you will receive an email when 
new jobs become available.

OPEN EVENINGS
Throughout the year, there are 
numerous opportunities to attend an 
open evening to find out more about 
the Apprenticeship programmes, and to 
meet current apprentices and employers.
mmu.ac.uk/apprenticeships/events

EMPLOYER WEBSITES
Many large organisations choose to 
advertise mainly through their own 
websites, however, we will always 
advertise them on the Manchester Met 
Degree Apprenticeships website too.

WHERE TO
FIND
VACANCIES

STEP 1: Register

Let us know you are interested 
in a Degree Apprenticeship by 

registering at 
mmu.ac.uk/apprenticeships

Visit our website and 
employers’ websites, and 
come along to an open 

evening. Peak application 
time is March to June.

Processes vary but usually 
involve a CV and cover 

letter. You may also have to 
attend an assessment centre 

and interview.

Congratulations! You’ve got 
the job. You’ll sign a contract 

with your new employer 
setting out the terms of the 

Apprenticeship.

Complete your university 
application and enrol onto 
your course. This usually 
takes place a few months 

before you start.

Apprenticeships usually 
start with an induction 

week, where you’ll get an 
introduction to the course 

and meet other apprentices.

STEP 2: Look STEP 3: Apply

STEP 4: Success STEP 5: Enrol STEP 6: Begin!

YOUR JOURNEY
TO A DEGREE
APPRENTICESHIP



ADDRESS
99 United St, Manchester

MOBILE 
+44 (0)77 1234 5678

EMAIL 
student@hotmail.comINTRODUCTION

Introduce yourself and explain why you are applying 
for the role. Keep it short and state your key skills, 
particularly those that are required in the job description. 
Expand on this in the skills section and your cover letter.

WORK EXPERIENCE
Starting with your most recent role, discuss what it 
involved, what you achieved/learned, etc. If you are 
looking for your first job, don’t forget you can list school 
work experience and volunteering.

Customer Service Assistant - Company One
December 2017  - Present
Text

EDUCATION
List your GCSE and A Level/BTEC results and your 
grades. Make it clear if you are using predicted grades.

A Levels - Manchester Sixth Form
Science - A, Maths - B, ICT - C 
BTEC Extended Diploma - Business
DDM

First Name Surname
Job Title
Location

LANGUAGES
English
Arabic

SKILLS
Skill 1
Skill 2
Skill 3

HOBBIES
Try to list at least four 
interests or hobbies you 
genuinely enjoy.

Show your enthusiasm for 
the role through your CV. Do 
independent research on the 
company and role.

TOP TIPS FROM 
AN EMPLOYER

Cover Letter
Your cover letter is an opportunity to expand some 
of the key areas you have mentioned in your CV. An 
effective cover letter should:

 + Explain why you have applied for the role.
 + Illustrate your key skills using examples.
 + Relate your skills to the job.

A clear and concise cover 
letter should achieve 
these three main points in 
a maximum of 400 words.

HOW TO WRITE
A CV AND
COVER LETTER

Many employers are now using online applications. 
They usually require you to demonstrate ways in 
which you have applied your skills and knowledge, 
by using competency-based questions. 

For example, you could be asked: ‘describe a 
time when you had to use your initiative to solve 
a particular problem.’ If you don’t have a suitable 
work-based scenario, you can use an example 
from school or a hobby. 

Answering competency-based questions

The most common and effective way of structuring 
your answers in using the STAR format:

        SITUATION

You should give context to your example. This 
should be a short description, such as: ‘while 
working on a college group project...’ or ‘during 
my part-time job last summer...’.

        TASK

Briefly explain what you had to do, and what the 
success criteria were. If you were working as a 
group, explain what the overall task of the group 
was, but be clear about your own role.

        ACTION

This should be the lengthiest and most detailed 
part of your example. You should include: 

 + what you did
 + why you did it
 + how you did it 
 + what skills you used

        RESULT

This should explain what happened because of 
the actions you took and what you learnt from the 
situation. If you feel you gained any new skills, 
make sure to explain these.

Top tips

Proof-read
and ask someone else 

to look at it as well

Support your 
statements

with examples

Prepare & practice
think of good 

examples to use

Dress smartly
if invited to interview

Tailor CV & 
application
to the role

Be on time for 
interviews

and deadlines

Spellcheck
Don’t make silly 

mistakes

Be honest
The interviewer will 

check facts

Keep it simple
Don’t overcomplicate 
things and be clear

Keep it concise
and don’t write 

too much

COMPLETING
AN ONLINE
APPLICATION



An interview is usually the last stage of the application process and is your 
final chance to impress. Here are a few tips you might find useful:

Understand the format of the interview and what it entails. Sometimes 
you may be asked to complete a task, so getting as much information as 
possible will help you to prepare.  

Make sure you thoroughly research the company.

Think about how you might answer standard interview questions:       
 + Why are you interested in the Apprenticeship?
 + What are your strengths and weaknesses?
 + Where do you see yourself in 5 years’ time?
 + What experience do you have in a similar role?
 + What qualities do you think are important in this role?

Look back at the job description. This will help you to think of the kind 
of questions they may ask and remind you of what they are looking for.

Make sure you know where you are going, and how long it will take to 
get there.

On the day of the interview

Give yourself plenty of time. Better to be early than late.

Dress smartly.

Take your time. Do not rush your answers. 

Be truthful. Interviewers will probably be able to tell 
if you are not.

Ask questions. An interview is an opportunity
for you to find out more about a role
and the company.

Stay positive and enthusiastic.

Before the interview

INTERVIEW SKILLS

Assessment centres usually involve 
a combination of individual and 
group activities. They are used to 
test your suitability for a role and 
your fit with an organisation’s way of 
working. This may include individual 
or group exercises, presentations and 
psychometric tests.

Group Exercises

Assessment centres will have a large 
amount of group work, as potential 
employers will want to see how you 
work within a team. It will usually 
involve creating a solution to a 
problem or developing an idea, and 
is time constrained. Most employers 
will be more interested in how you 
work, not what you produce. Make 
sure you participate, but try not to 
take over. You should demonstrate 
how you ensure everyone in your 
team contributes. 

Presentations

Presentations can be challenging; 
but practice and preparation can 
help a great deal. You could be given 
anything from 30 minutes to several 
days to prepare for a presentation.    

It is common to be asked to introduce 
yourself to the group, and to talk 
about yourself. It is also likely that 
you will need to present back at the 
end of any group exercises.

Psychometric tests

Many employers use psychometric 
tests as part of an overall selection 
process. They are used to assess the 
abilities and personality traits of job 
applicants and are often completed 
online. There are a large number of 
mock psychometric tests available 
online if you wish to practice.

Observation

Bear in mind that employers are 
also likely to observe your behaviour 
throughout the day, including during 
social breaks, such as over lunch. 
Try to engage with other people and 
don’t spend too much time on your 
mobile phone.

PREPARING FOR
ASSESSMENT
CENTRES



Open Evenings
Come to an open evening and find out more, network with employers, hear 
from academics, and meet our current apprentices. We hold these three 
times a year: March, June and November.

Book your place at:
mmu.ac.uk/apprenticeships/events

Any questions? We’re here to help:

Apprenticeship Unit
apprenticeships@mmu.ac.uk
0161 247 3720
mmu.ac.uk/apprenticeships

@mmuapprentice
MMUApprenticeships
manmetuni
Degree Apprenticeships at Manchester 
Metropolitan University
Manchester Met Business School


