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 Career Ready: Job Description Form
This job description is used (a) to help you plan the placement; (b) to help the Career Ready Coordinator to select suitable students for the placement and (c) to help the student prepare for the interview.  
It is therefore important that you give as much relevant information as possible to support the recruitment of appropriate

and prepared students. 

	EMPLOYER INFORMATION

	Company name:
	
	
	

	What is the main function of the company?

i.e.  Company XYZ is an insurance provider.  We provide general insurance products such as house and car insurance.  We employ people in a range of professional insurance roles including Brokers, Underwriters and Claim Management specialists.  We are located across the UK, and our Head Office is in Norwich. 

	

	Web address:
	

	INTERNSHIP LINE MANAGER CONTACT DETAILS

	Address for internship 
Floor number:

Department:

Address line one:

Address line two:

Postcode:

	Name of internship supervisor (main point of contact for intern during placement):
	Job title:

	Tel Number:
	Switchboard number:

	Email address of internship supervisor:

	Name, telephone number and email address of organisation’s Health and Safety contact person. This must be completed to enable schools and colleges to comply with their Health & Safety procedures. 


	INTERNSHIP INFORMATION

	Job title: E.g., Assistant Loss Adjuster
	Department:

	Please provide a brief description of the tasks that the intern will be expected to undertake.  Please provide five key tasks.

E.g. To coordinate bookings for the meeting rooms across the Leeds office.  This will require the intern to communicate across the organisation and prioritise requests.  The intern will also be responsible for managing the online booking requests and bookings diary.

E.g. To review the impact of the recent social media campaign. The intern will be required to analyse the data gained from the survey results, produce a summary report and a PowerPoint slide deck for managers.
1.

2.

3.

4.

5.



	PERSON SPECIFICATION

	Please identify the skills, behaviours and specific interest areas/understanding the intern will need in order to make the most of the internship.  Please remember that the internship is also an opportunity for interns to develop their skills and knowledge.

	E.g.  Good communication skills.  We expect the intern to be able to communicate clearly to colleagues in the office and be confident in answering the phone.  We will give full training on our phone system and the way in which to respond to queries. 
1.

2.

3.

4.

5.



	SPECIFIC IT SKILL REQUIREMENTS

	Will you expect the student to have general use of (please enter yes or no):

Microsoft Word:

Microsoft Outlook:

Microsoft Excel:

Microsoft PowerPoint:

If you do require the student to be able to use these package in more than a general sense (for example developing pivot tables or complex PowerPoint presentations) will you provide training?

	OTHER INFORMATION

	Rate of pay
	Hours                                                                                                                                                                               
	Dates of internship

	
	
	

	Will the costs of travel to the workplace be reimbursed to the intern? (yes/no):

	Please describe the work environment where the intern will be based

E.g. The intern will be based approximately 25% in our main office and 25% in our clients’ offices in meetings.  The remainder of their time will be spent on site on the scene related to insurance claims (for example, visiting customers’ houses where an accident has occurred).


	Will the intern be required to travel between offices, to other places of work etc., during their internship?  If so, will these locations be easily accessible using public transport or walking? 


	Please include below any specific information which hasn’t been provided already which will help the school/college coordinator and student understand the opportunity.




If you have any queries completing this form, please contact

· Your internal Career Ready contact if you are a national employer offering multiple placements

· The school/college coordinator if you are a local employer offering an internship for a specific school/college

If you have any general queries about internships or completing this form please contact:

Career Ready
 




Tel:
020 7986 5494
25 Canada Square 




Fax:
020 7986 5497
Canary Wharf





Email: 
general.enquiries@careerready.org.uk 
London  E14 5LB
	For internal use only

	Name of School/college to be allocated to
	

	Name of student to be allocated to
	


PAGE  
2

