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Company Profile/Vacancy Form
Please complete the following form to advertise graduate and work experience vacancies (including summer internships, vacation work, volunteering and year placements).
If you have not advertised with the University of Birmingham before, please complete all sections.  
If you have advertised with us before, you may omit text in italic (marked with *).

Please provide as much information as possible against the criteria.  Once completed please email to: recruiters@contacts.bham.ac.uk  or post to: Careers Network, Aston Webb Student Hub, University of Birmingham, 
Edgbaston, Birmingham B15 2TT
To advertise with us you must read and agree to our vacancy advertising terms. Please see
http://www.birmingham.ac.uk/Documents/careers/undergraduate/vacancy-terms-and-conditions-december-2014.pdf 
	






Please tick to indicate you accept these terms

	Organisation name
	

	Vacancy contact name/dept
	

	*Organisation Address (inc post code) 

	

	*Country
	

	*Web Address
	

	Brief description of organisation (150 word limit)

	

	*Size of Organisation
	Less than 10 employees

10 – 50 employees

51 – 250 employees

More than 250 employees

Refused/Not specified

	Organisation Sector
	Public Sector
                                           Private Sector/Profit making

Charity
                         Voluntary Sector

Direct Seller

	*Is the organisation a:


	Single or top level organisation

Subsidiary organisation

Division within an organisation

	*Parent Organisation (if subsidiary or division)
	

	*Primary Business Area
	

	Vacancy Job title
	

	Vacancy type

Please underline the appropriate vacancy type/s.

If positions are full time or outside the West Midlands during term time they will not be appropriate for undergraduates.

For information on term dates see the end of this form.
	Graduate Vacancy

Permanent Graduate Position
	Fixed term Graduate Position 

Graduate work experience 

	
	Work experience Vacancy

Summer internship/Placement 

12 month Placement

Volunteering (Short term or Long term)

Part time work during term

Research project

Work Shadowing
International
	Vacation Work: 

Christmas Vacation

Easter Vacation 

Summer Vacation

All Vacations

	Start date/month
	

	Vacancy duration 
	

	Paid/unpaid please state salary

If unpaid, please confirm you have read out advertising terms and conditions and confirm this position does not contravene these.
	

	Number of posts
	

	Job description
The focus of the role

What is the overall purpose of the role/internship? (For example: improving systems and processes, helping with a specific project, etc)
	

	What are the key outcomes of the role?

This will help both you and the student/graduate envisage what he/she will be doing during the internship. (For example: help develop a business plan, help develop organisations social media platforms, etc)
	

	Location If there are opportunities in multiple locations please list them all.
	

	Person requirements Please list any eligibility criteria.
	

	What students/graduates are eligible to apply? Please underline appropriate year groups.  
	Post-Graduates 

Graduates

Final Year

Penultimate Year
	Second Year

First Year

All Undergraduates

Any Years

	Degree requirements e.g. A specified subject or any degree discipline.  
	

	Development opportunities

Will there be particular opportunities to help student’s/graduate’s professional and personal development, such as training courses, mentoring from colleagues, etc?
	

	How to apply and organisational contact details e.g. CV and covering letter, online or paper application form.

Please include your postal address and postcode, email and telephone details so we can add your organisation to our database.
	

	Deadline for applications

You must indicate either a closing or an expiry date.  This is the date your vacancy will be removed from our database.
	Closing date: 

	
	Rolling applications - Please indicate what date you would like your vacancy to be removed from our vacancy database, we accept a maximum 12 months.  

Expiry date: 

	Any additional requirements/information
	


To help plan your vacancies here are our term dates for the next academic years
2017-18
Autumn Term

25th September 2017 – 8th December 2017

Spring Term 
           
8th January 2018 – 23rd March 2018
Summer Term

23rd April 2018 – 15th June 2018*
2018-19
Autumn Term

1st October 2018 – 14th December 2018

Spring Term 
           
14th January 2019 – 29th March 2019
Summer Term

29th April 2019 – 21st June 2019*
2019-20
Autumn Term

30th September 2019 – 13th December 2019

Spring Term 
           
13th January 2020 – 27th March 2020
Summer Term

27th April 2018 – 19th June 2018*
*Students may finish earlier than the date stated dependant on exam timetables

Careers Network Mentoring Programme

Careers Network provides students with a chance to gain a mentor throughout their studies to support with developing their professional and personal skills. Mentoring is a great way of supporting a current student. It provides the opportunity to help set and achieve career goals and make a significant impact on students’ confidence and knowledge. It enables you to share your experiences, give constructive advice and information. 
If you would like to become a mentor for a University of Birmingham student visit http://www.birmingham.ac.uk/alumni/careers/mentoring-form.aspx 
