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Dear Applicant

Thank you for your interest in the Graduate Employment Mentoring Programme.

A career in the housing sector is interesting, rewarding and diverse and the programme aims to facilitate unemployed graduates into the sector by providing real work experience where you can add value to your placement organisation.  The programme also provides you with employability and personal development skills training.  

We have already run three cohorts over the past two years and are proud to say that over half of the graduates on the programme have been successful in finding employment or self employment as a result of the GEM Programme.

Please read this pack to apply to be one of our next cohort of graduates.

Each placement offers a great opportunity to make the most of your skills and talents.  Please make sure that you read the essential requirements on the project brief, demonstrate how you meet these on the application form and carry out your own research on the organisations.  

The graduates who have been successful in the past, have been able to demonstrate that they can take personal responsibility, work hard and act on their own initiative, and a good quality application is only the start of the process.

Good luck with your application.  If you have any queries please do not hesitate to contact us on 01274 254701 or sadia.ahmed@centreforpartnership.co.uk. 
Yours sincerely

[image: image1.wmf]
Amanda Livermore

GEM Project Manager   

Application form for: The Graduate Employment Mentoring (GEM) Programme, 

November 2011
Important note:

Thank you for your interest in the graduate internship programme.  Please read the following notes and the rest of the application pack before completing the form.  
· complete the form using black ink for photocopying purposes
· give all the information you can about yourself and why you think you are suitable.

· use separate sheets as necessary. (Initial these at the top)
· please note this is an opportunity to develop skills and experience to work in the housing sector

Personal details 

	Name
	

	Address
	

	Contact Phone
	

	Contact email
	


References

Please provide the names of two people whom we can contact for a reference - one of whom should be your most recent employer 

(if applicable)
	Reference one
	Reference two

	Name
	Name

	Address

	Address

	Position
	Position

	Telephone
	Telephone

	Email 
	Email 

	Relationship
	Relationship


Education

Please give details of your education and qualifications
	Education and Qualification Details
	Results/

Grades Obtained
	Where obtained ( full or part-time)

	
	
	


   Training 

List relevant training courses undertaken including your degree details, together with practical, in-house, commercial and special training courses. Include any apprenticeships, training schemes, evening classes and adult education.
	Course & Training Details
	Results / Grades if relevant
	Date From
	Date To

	
	
	If it expires e.g. First Aid

	
	
	
	


Employment

Present or most recent employment or work experience (paid or unpaid)
	Name of employer
	

	Address


	

	Title of post (and salary)
	

	Start date and leaving date 
	

	Reason for leaving
	

	Brief description of duties: 



Previous employment or work experiences (paid or unpaid)

Please account for any gaps in your employment history. Please list in order, most recent first

	Start and leaving date 
	Job Title, Name and address of organisation 
	Brief description of duties
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Length of unemployment, or details of under-employment: 
………………………………………………………………………………………
Reasons for applying

Reasons why you would like to participate on the GEM Programme
	· Tell us what you know about the housing and community sectors

	▪  Please detail which area of work interests you and why

	· Give strong examples of how you have demonstrated the qualities outlined in the Psychological Contract in the application pack.  Try not to use the same example each time and use examples from your employment; volunteering; or any other aspect of your life. Use an extra sheet if necessary.




Project Interests

	· Please review the projects available on the separate project plans contained in the application pack.  We would like you to outline which GEM project/s you would like to be considered for; how the partner organisation/s and their project/s will meet your career aspirations; and how you demonstrate the skills and essential requirements contained in the brief.  You may want to outline more than one project up to a maximum of three, indicating order of preference and using a separate sheet if necessary.  Our partner organisations will use this information as part of the selection process.




Additional information
	Do you have a current driving licence?                                                *YES/NO


	Which languages other than English do you speak and/or write?

Language ……………… Speak □ Write □   Language………………. Speak □  Write □


Confidential information

This information will be used for monitoring purposes to ensure that our programme provides equality of opportunity for all.  It will not be shared with partners without your permission.
	Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
Have you at any time received or had pending a criminal conviction, caution, warning, reprimand or bind-over?                              *YES/NO If yes, please give details:
…………………………………………………………………………………………………………

If you have had a criminal conviction, this does not automatically preclude you from joining the programme, but we will need to discuss this further with you.




	Date of Birth:
	

	Would you please describe your ethnicity:
	

	Sexual orientation:
	


The interview process

	The interview process will consist of a group assessment process and individual interviews.

Interviews will involve our placement partners.
Please advise if you need us to contact you to discuss any adjustments to either the interview venue or process.  
	*YES / NO


How did you hear about this opportunity.……………………………………… 

Declaration

I declare that the information provided on this form, and on any accompanying documents, is accurate and complete. I understand that false information may lead to the withdrawal of an internship.  I will be able to provide a copy of proof of my degree, address and unemployment at interview.

Signed:.................................………………...………………………………………
Date:................................................….....…………………………………………

Please return this form by email to sadia.ahmed@centreforpartnership.co.uk  or by post to: Sadia Ahmed, Centre for Partnership, Trust House, 5 New Augustus Street, Bradford, BD1 5LL
The Graduate Employment Mentoring Programme

Psychological Contract

Successful graduates on our GEM Programme have demonstrated a number of behaviours consistently.  These basic qualities have helped them stand out from the crowd and we will look for them in all our new recruits.  They are crucial to your future success in housing.  

· Take Personal Responsibility
· Use your Initiative
· Be willing to Work Hard
· Turn up on Time
· Respect all

· Be Professional
In joining the GEM Programme, you agree to this psychological contract.  Any graduate, who behaves in ways that are inconsistent with these qualities, may be asked to leave the programme.
Graduate Employment Mentoring Scheme (GEMS)
List of Project internships commencing November 2011

	
	Organisation

	Project

	1
	Dave Dickens

Incommunities, 

6-14 Devonshire Street

Keighley

BD21 2DG
	Welfare Reform Bill - We are looking for 2 GEM students to be an integral part of a larger project team which will develop Incommunities’ overall strategy to manage changes arising out of the forthcoming Welfare Reform Bill 2011



	2
	Rupert Pometsey 

Lumia Homes

City House, 23-27 Cheapside, Bradford
BD1 4HR
	Trainee Business Support Officer -  

An exciting opportunity has arisen for a hard working self-starter, to have an impact upon the development of our communities of the future and develop their skills and knowledge across a variety of disciplines



	3
	Megan Henderson 

Leeds Federated

Arthington House

30 Westfield Road

Leeds
LS3 1DE
	An exciting opportunity to get to know different aspects of the business including Neighbourhood Services, Supported Housing, Finance, assets, Repairs, Corporate Services & Business Planning, before choosing which business area you wish to focus on and add value to.

	4
	Jo Jamieson 

Wates Living Space

West Court

196 Gelderd Road

Wortley 

Leeds, LS12 6DB
	Wates Living Space have a 6 month internship opportunity, which will suit a graduate with skills and career aspirations in one of the following areas: Quantity,  Surveying, Contract Management, Design and Planning

	5
	Alex Brown & Andrew Bebbington 

Bradford Council/Bradford District Tenants and Residents Federation

Jacob’s Well

Bradford

BD1 5RW

	A great opportunity to contribute your creative talents towards the BDTRF by designing their Organisational Branding – they need good graphic design abilities and some experience of designing e.g. logos, letterheads, newsletters or similar and knowledge of web design 


Internship opportunity 1

	Employer:  

	Incommunities, Income Management – Welfare Reform Project

	Address/Tel/email

	Incommunities

Wibsey Park Avenue

Wibsey

Bradford  BD6 3QA

Mob: 07789 746137

	Responsible To (Project Supervisor)

	Dave Dickens, Director, Neighbourhoods (A/W, Shipley), Income Management
Also reporting to Atis Krumins, Pauline Crawford, Helen Gibson

	Mentor

	Dave Dickens 

	Location of Placement

	Incommunities South Bradford office, Wibsey

	Working Hours

	37 per week. Monday to Friday

	Essential Requirements 

	· Values which fit in with the social housing sector

· Good timekeeping, punctuality and all round personal integrity

· Ability to take personal responsibility, self motivate and self manage

· Non-judgemental attitude towards customers and their personal situations

· Team Working

· Good oral and written communication skills

· Project Management and event organisation skills

· Ability to find innovative ways to communicate with stakeholders (customers)

· Research and Data Analysis skills

· Have an interest in social policy and a good grasp of government changes

· Excel skills

· Ability to self manage and self motivate

· Be able to travel between a number of locations, predominantly in the Bradford area.

	Intended duration of project: 

	6 month paid internship opportunity for 2 graduates. 

	Start/End Date 

	Nov 2011

	Health & Safety/Risk Assessment/Company Induction carried out        Yes/No

	

	Employer 
	Signature
	Date

	Graduate
	Signature  
	Date

	Centre for Partnership 
	Signature
	Date


         Project Brief (*examples included for your information, please delete)
	Employer
	Area
	Detail
	Outcome

	Incommunities Group Ltd
	Income Management
	Welfare Reform Project team

We are looking for 2 GEM students to be an integral part of a larger project team which will develop Incommunities’ overall strategy to manage changes arising out of the forthcoming Welfare Reform Bill 2011, due to take effect from October 2013.  

This is a new large scale project, and much of the direction-setting will arise out of customer consultation exercises as we go along. 

However, initially the project will focus on some of the following:

· Validating constantly changing data collected from the recent customer census on our 3,500 customers of working age who will be affected by the new legislation.

· Engaging with customers in a number of different ways to communicate the impact of the Bill upon them, including benefit changes.

· Addressing issues surrounding under-occupation and overcrowding.

· Organising priority events where customers can access expert advice on issues such as finding employment; benefits advice; disabled adaptations to properties; and where they can be encouraged to discuss the possibility of mutual housing exchanges with other customers.
	Innovation

Communication and engagement

Customer Care and interaction

Time Management

Reviewing Data

Research Skills

Project Management

Event organising

Report Writing

Problem Solving Techniques


Internship opportunity 2

	Employer:  Lumia Homes

	

	Address/Tel/email

	City House

21-27 Cheapside

Bradford

BD1 4HR

	Responsible To (Project Supervisor)

	Sue Spencer

	Mentor

	Rupert Pometsey

	Location of Placement

	City House, Bradford



	Working Hours

	37.5 hours per week



	Essential Requirements 

	· A keen interest in the housing and regeneration of our communities

· Basic knowledge of the work and remit of the Homes and Communities Agency

· Good communication and interpersonal skills

· Good customer care skills

· Basic numeracy and problem solving skills
· Ability to use own initiative under pressure to meet tight deadlines
· Able to work within a team

· Able to work with minimum supervision and when required use initiative
· An appreciation of and commitment to, equal opportunities in all aspects of the Company’s activities. 


	Intended duration of project: 

	6 -12 months 

	Start/End Date 

	As soon as possible

	Health & Safety/Risk Assessment/Company Induction carried out        Yes/No

	

	Employer 
	Signature
	Date

	Graduate
	Signature  
	Date

	Centre for Partnership 
	Signature
	Date


Project Brief 
	Employer
	Area
	Detail
	Outcome

	Lumia Homes
	Trainee Business Support Officer
	Lumia Homes is a Social Housing Development company which secures funding and oversees the building of affordable housing for clients.

An exciting opportunity has arisen for a hard working self-starter, to have an impact upon the development of our communities of the future and develop their skills and knowledge across a variety of disciplines.  We need a graduate who would be happy to roll their sleeves up and get involved in all aspects of this start-up business.  It is a great chance for the right person to carve out a new role in the area of housing development, with a possibility of the internship lasting beyond 6 months.

A summary of the main areas of involvement will be:

· Assist with the Project management of affordable housing developments through the co-ordination of the activities of key players to ensure that individual developments meet the Client’s design and programming cost requirements.
· Dealing with customer queries at the point of contact in a positive and professional manner, ensuring administrative task are completed to agreed standards and timescale and to provide support to the staff team.
· Ensuring that Developments are produced in compliance with the Homes and Communities Agency’s Scheme work and Procedures.

· Contribution into the review of practices and procedures.

· Identifying and analysing new ways of producing homes in accordance with the Development Strategy, always seeking innovation in design, procurement or funding.

· Promoting Lumia Homes externally, maintaining existing and establishing new relationships.
· Liaison with external clients, contractors and third parties throughout Development programmes.
· Undergo customer consultation and feedback exercises.

· Proactive Involvement in file maintenance and general administration of Development schemes.
	- Project Management 

- Communication &
Negotiation Skills

- Context of affordable housing provision/house building

- Knowledge of Housing finance.

- Reviewing Data

for continuous improvement

- Customer Care
Marketing skills

- Finance

and interaction

- Report Writing 

- Equal opportunities

- Health & Safety

- Proactive in self development

- Can do attitude

- Organisational and time management Skills

- ICT and Administrative skills


Internship opportunity 3

	Employer:  

	Leeds Federated



	Address/Tel/email

	Arthington House

30 Westfield Road

Leeds

LS3 1DE
telephone: 0113 3861000



	Responsible To (Project Supervisor)

	Jill Hellings, Head of Corporate Services



	Mentor

	t.b.c



	Location of Placement

	As above



	Working Hours

	37.5 per week. Monday to Friday



	Essential Requirements 

	

	Intended duration of project: 

	6 months.



	Start/End Date 

	

	Health & Safety/Risk Assessment/Company Induction carried out        Yes/No

	

	Employer 
	Signature
	Date

	Graduate
	Signature  
	Date

	Centre for Partnership 
	Signature
	Date


Project Briefs 
	Employer
	Area
	Detail
	Outcome

	Leeds Federated
	Based at Arthington House
	6 Month Paid Internship
To provide an initial placement opportunity in each significant area of business within a busy social housing environment including:

· Neighbourhood Services

· Supported Housing

· Finance

· Assets (including development & improvements)

· Responsive Repairs

· Corporate Services & Business Planning

The graduate will gain experience of each area of business. The placements will include shadowing, work experience and project work. The graduate will be asked to present their findings, knowledge and understanding of the department at the end of each section.
Once the graduate has chosen one area of business to focus on, a unique role will be developed to include project work and further training for the remaining 3 months of the internship.
The timescales are completely flexible depending upon graduate strengths and areas of interest.
	· Customer service skills

· Housing management procedure

· Dealing with vulnerable people

· Project management

· Data processing & analysis

· Research skills

· Financial reporting

· Presentation skills

· Marketing and media skills


Internship opportunity 4

	Employer:  Wates Living Space

	

	Address/Tel/email

	Westcourt

Gelderd Road

Wortley

Leeds   LS12 6DB

	Responsible To (Project Supervisor)

	TBA depending upon project area

	Mentor

	Joanne Jamieson



	Location of Placement

	Leeds with some travel throughout West Yorkshire



	Working Hours

	37



	Essential Requirements 

	Ability to travel independently

Access to a car

CSCS or willing to carry out asap


	Intended duration of project: 

	6 months



	Start/End Date 

	TBA


	Health & Safety/Risk Assessment/Company Induction carried out        Yes/

	

	Employer 
	Signature
	Date

	Graduate
	Signature  
	Date

	Centre for Partnership 
	Signature
	Date


Project Briefs (*examples included for your information, please delete)
	Employer
	Area
	Detail
	Outcome

	Wates Living Space
	TBA depending upon skills
	Wates are one of the UK’s leading affordable housing construction services providers, with a focus on sustainable communities and have a major impact on communities throughout the UK. Working in partnership with Housing Associations and Local Government, Wates build/refurbish around 26,000 homes every year.

Wates Living Space have a 6 month internship opportunity, which will suit a graduate with skills and career aspirations in one of the following areas:

· Quantity Surveying

· Contract Management

· Design 

· Planning

Wates Group has a fantastic track record in the development of its teams.  This is a great opportunity for the right person who is willing to work hard to take a step in the right direction of a promising career in the Construction Industry.
	Planning

Project Management

Communication skills at all levels of a large organisation

Develop technical skills in a construction environment

Health and Safety

Prioritising work

Problem solving

Record Keeping

Customer focus

Cost Control

Quality Control


Internship opportunity 5

	Employer:  

	Bradford District Tenants and Residents Federation / Bradford Council


	Address/Tel/email

	Jacob’s Well, Bradford, BD1 5RW

01274 432356 / andrew.bebbington@bradford.gov.uk
Alex Brown – district.federation@hotmail.co.uk
See below also


	Responsible To (Project Supervisor)

	Alex Brown, Bradford District Tenants and Residents Federation Chair


	Mentor

	Alex Brown



	Location of Placement

	6-14 Devonshire Street, Keighley, BD21 2DG


	Working Hours

	37 per week. Monday to Friday



	Essential Requirements 

	General skills –

· A commitment to working for the benefit of tenants and residents in the Bradford district

· Ability to quickly understand and learn about housing and community issues, and how to promote these

· Decent literacy skills and the ability to use Microsoft Word/Excel/Powerpoint at a good level

· Understanding of and commitment supporting equality and diversity in a positive and sensitive way

· Able to work occasional evenings/weekends and travel across the Bradford area (travel expenses paid)

Specific skills – 

· Good graphic design abilities and some experience of designing e.g. logos, letterheads, newsletters or similar

· Basic knowledge of web design

· N.b.: if this is not available consideration will be given to an alternative project


	Intended duration of project: 

	12 weeks.


	Start/End Date 

	Flexible but starting soon


	Health & Safety/Risk Assessment/Company Induction carried out        Yes/No

	

	Employer 
	Signature
	Date

	Graduate
	Signature  
	Date

	Centre for Partnership 
	Signature
	Date


Project Briefs (*examples included for your information, please delete)
	Employer
	Area
	Detail
	Outcome

	Bradford District Tenants and Residents Federation (BDTRF) / Bradford Council
	Developing organisational branding
	Launching the BDTRF brand
· Designing key components e.g. logos, website

· Informal consultation with Federation members

· Co-ordinating content for websites and newsletter

· Attending Federation and related meetings, and contributing where appropriate

· Support for events organisation if necessary

· Input into external communication/promotion ideas

 
	BDTRF communication is significantly enhanced

BDTRF members involved in brand design
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