[image: image1.png]North

'Yorkshire County Council




Work Experience Vacancy Bulletin
2010 – 2011
[image: image2.png]North

'Yorkshire County Council




Welcome to North Yorkshire County Council’s Work Experience Bulletin.

If you are interested in any of the placements listed please follow the steps below to check availability of the placement.
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Placements are listed in the bulletin by the town they are based in, so the map may help you to locate where the placement is in North Yorkshire.

Work Experience Job Title: Facilities Management; Administrative Assistant
Tasks: In this placement you will take part in various roles which will include administration, supporting training officers and working in the finance department.  This placement will help to give you a good overview of the different roles in this service area.

In this role you will be:
· Working in a small team

Duration: Any 2 weeks in June

Work Experience Job Title: Facilities Management; Grounds Maintenance
Tasks: You will gain an opportunity to work in different roles within facilities management and this placement would suit you if you like working outdoors or are interested in the environment.  You will be working with staff in Grounds Maintenance and Arboriculture (surveying and managing trees on council property). 

In this role you will be:
· Possibly working outdoors

Duration: 1 week


Work Experience Job Title: Community and Information Assistant, Colburn Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy. 
In this role you will be:
· Working with customers (members of the public)

· Working in a small team

Duration: 1 week

Work Experience Job Title: Community and Information Assistant, Filey Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.

In this role you will be:
· Working with customers (members of the public)

· Working in a small team

Duration: 2 weeks

Work Experience Job Title: Community and Information Assistant, Harrogate Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  You will be shown how to do referencing work, stock handling and management and how to deal with enquiries. 

In this role you will be:
· Working with customers (members of the public)

· Working in a large team

Duration: 1 or 2 weeks
Work Experience Job Title: Customer & Support Services: Adult & Community Services

Tasks: This placement will involve general office duties such as collecting and distributing internal mail along with word processing and stationery stock control. 

In this role you will be:
· Working in a small team
Duration: 2 Weeks
Work Experience Job Title: Technical Assistant, Highways

Tasks: During this placement you will be supporting engineers and inspectors in all aspects of traffic engineering and highway maintenance inspection work.  You will go out to visit various sites and assist in inspecting a range of complaints on the highways.

Duration: 2 weeks

Work Experience Job Title: Administration Support, Adult Education

Tasks: You will be helping with general office duties such as collecting and distributing internal mail, word processing, filing of documents, data management and distribution of materials.

In this role you will be:
· Working in a small team

· You may be answering telephone calls

Duration: 1 or 2 weeks
Work Experience Job Title: Clerical Assistant, County Registrars Office
Tasks: Work within Certificate Services and Records; observing registration of births and notices of marriage; observing clerical work on booking  ceremonies and letters; helping with filing, photocopying etc; possibly attending ceremonies (dependant on what is booked in on the week spent here); hospital / outstation attendance  for registering.

In this role you will be:
· Dealing with Confidential Information 

· Working in a small team

Duration: 1 week
Work Experience Job Title: Harrogate Children’s Centre; Children and Young People’s Service

Tasks: You may be helping with a range of tasks including: Reception duties such as answering the phone, showing clients to rooms, taking and making bookings, taking messages.

Photocopying, laminating, setting up rooms, meeting and greeting visitors, creating and putting up displays, updating leaflet racks.

In this role you will be:

· Working with customers (members of the public)
· Duration: 1 or 2 weeks

Work Experience Job Title: Highways; Administration Assistant

Tasks: In this placement you will assist with general clerical and administrative duties such as filing, processing the post and reception duties.  You will have the opportunity to learn and work on the computer information systems and this will help to give you an insight into Highways operations in the area.

In this role you will be:
· Working in a small team

· You may be answering telephone calls

Duration: 2 weeks

Work Experience Job Title: Community and Information Assistant, Malton Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy. 

In this role you will be:
· Working with customers (members of the public)

· Working in a small team

Duration: 1 or 2 weeks
Work experience Job Title: Resource Worker, Ashfield, Malton

Tasks: You will work with the care team. You will assist Resource Workers with all aspects of care for the elderly; this will include assisting with personal care. You will be involved with activities with the residents this may be playing board games, doing crafts. You will gain knowledge about conditions that affect the elderly and know how to care for them. 

In this role you will be: 

· Required to arrange a pre-placement meeting to gain further information with regards to the placement.
Duration 2 weeks
Work Experience Job Title: Support Assistant: Adult and Community Services

Tasks: This placement is ideally suited to students who are studying Health and Social Care.  You will be providing support with a range of activities for people with learning disabilities. Working with people who use the service both within the building and in the community
In this role you will be:
· Working with customers (members of the public)
· Working as a member of a team

Duration: 1 or 2 weeks


Work Experience Job Title: Community and Information Assistant, Northallerton Library

Tasks: You will spend time in each department of the library where you will complete routine library work such as issuing and discharging books and audio items, re-shelving returned items and general tidying of library displays.  You will be introduced to reference work, stock handling and management.

In this role you will be:
· Working with customers (members of the public)

· Working in a small team

Duration: 1 or 2 weeks
Work Experience Job Title: Administration Assistant, Children and Young People’s Service 
Tasks: This role will give you an insight into a busy office environment where you will undertake general office duties such as filing, photocopying, data input and post duties.  This placement would suit you if you could work well in a team and would like to learn about Business Administration. 
In this role you will be:
· Working in a small team

· You may be answering telephone calls

Duration: 2 weeks
Work Experience Job Title: Youth Arts Worker, Children and Young People’s Service

Tasks: Undertaking a support role you will have the opportunity to develop an understanding of administrative duties relating to ‘Connection Youth Culture’.  You will be required to undertake general administrative duties such as collecting and delivering the post, filing documents and preparing materials for distribution.
In this role you will be:
· Working in a small team

· You may be answering telephone calls
Duration: 2 weeks
Work Experience Job Title: Clerical Assistant, Children and Young People’s Service

Tasks: In this placement you will provide administration support to school governors and develop an understanding of their role in school.  You will have the opportunity to undertake general administrative duties such as collecting and sorting the post, filing and telephone duties.

In this role you will be:
· Working in a large team

· You may be answering telephone calls

Duration: 1 or 2 weeks
Work Experience Job Title: Print Unit Assistant; Finance and Central Services

Tasks: You will have the opportunity to undertake various work shadowing in order to develop a full understanding of the different roles in the Print Unit.

You will assist in the preparation of delivering completed work along with the organisation of print jobs.  You will assist in the management of correspondence and telephone calls whilst based in the reception area.

In this role you will be:
Working in a busy print room/office environment
Work Experience Job Title: Administration Assistant; Legal Services

Tasks: You will be undertaking general administration duties such as filing and photocopying in a busy office environment.  You will have the opportunity to spend time shadowing the legal team and will need to have a clear understanding of the importance of keeping information confidential.

In this role you will be:
· Working in a small team

Duration: 1 week
Work Experience Job Title: HR Assistant: Chief Executive’s Directorate

Tasks: Within this role you will be required to undertake various administration duties within Human Resources (HR). You will work with senior advisors to experience a wide range of job tasks and will have the opportunity to use various Personnel Systems to process employee details as well as payroll details. 

In this role you will be:
· Working in a large team

· You may be answering telephone calls

Duration: 1 week

Work Experience Job Title: Recruitment Team Member; Chief Executive’s Directorate

Tasks: During this placement you will gain an insight into the role of the recruitment team and the work that is undertaken to appoint new members of staff.  You will be required to assist with organising internal and external mail and well as compiling job application packs.  You will be contributing towards the effective running of the service.

In this role you will be:
· Working in a large team

· You may be answering telephone calls

Duration: 1 or 2 weeks

Work Experience Job Title: Communications Assistant; Chief Executive’s Directorate

Tasks: Within this role you will gain experience in providing administrative support to Officers working in media and publicity roles.  You will help with the preparation of press releases, media monitoring, editorial for the corporate newspaper and newsletter and preparation of promotional material. 

In this role you will be:
· Working in a large team

Duration: 1 week
Work Experience Job Title: Administration Support; Business and Environmental Services (Waste Management)

Tasks: You will be involved in providing office support including financial processes, correspondence monitoring and general administrative support such as filing.  You will spend time with the Waste Management Inspectors to see how front line services are managed by the Unit.

Duration: 2 weeks
Work Experience Job Title: Technical Assistant; Business and Environmental Services (Highways)

Tasks: This placement would include time in various teams undertaking research, analysis and data input.  You would get the opportunity to accompany Officers on site visits associated with Asset Management Service.  The team covers a variety of roles and has two teams that work in partnership with utility companies (e.g. gas and electricity), District Councils and Businesses.

Duration: 1 or 2 weeks
Work Experience Job Title: Clerical Assistant; Business and Environmental Services (Transport and Land Use)

Tasks: You will have the opportunity to work shadow Officers and provide administrative support to the Transport and Land Strategy Group.  This will include arranging traffic counts and producing maps/plans, in addition to general administration such as filing and post duties.

Duration: 1 or 2 weeks
Work Experience Job Title: Clerical Assistant; Business and Environmental Services (Traffic Management and Road Safety)

Tasks: You will be helping with the organisation of Road Safety campaigns and will get the opportunity to observe Road Safety Officers whilst they deliver training sessions.  You will also get the chance to work shadow the Senior Engineer from Accident Investigation and Prevention or a Traffic Management and Road Safety Engineer who both identify ways in which roads can be made safer as part of accident investigation, route study or prevention schemes.  You may be involved with public consultation in identifying damaged or dangerous road columns, preparing contract plans and marking out new sites.

Duration: 1 or 2 weeks
Work Experience Job Title: Clerical Assistant; Business and Environmental Services (Passenger Transport)

Tasks: Your role will be to assist staff in the Integrated Passenger Transport Team with the organisation of Home to School Transport, Social Services Transport and Public Bus Services.  You will accompany staff on site visits to Schools, Social Services Sites and to meet Contractors.

Duration: 1 or 2 weeks
Work Experience Job Title: Clerical Assistant; Business and Environmental Services (Support Services)

Tasks: You will be helping with general office duties in the Central Administration Office, including the use of computer information systems, inputting data, processing correspondence and reception duties.

Duration: 1 or 2 weeks
Work Experience Job Title: Finance and E-Government Assistant; Business and Environmental Services

Tasks: To assist the Finance Section with general clerical duties, you will be shown how to use the financial ledger, monitor the budget and to produce excel spreadsheets to show financial information.  The placement will also include work shadowing the E-Government Officer and observing meetings.    

Duration: 1 week
Work Experience Job Title: Pensions Officer, Central Finance, Pensions

Tasks: You will be helping to administrate the North Yorkshire Pensions Fund.  You will have the opportunity to work shadow members of the Pensions Staff Team including attending meetings. You will have the chance to input data on the computer systems, update records and check data relating to queries.  

In this role you will be:

· Working in quite a large office/team environment

Duration: 1 or 2 weeks
Work Experience Job Title: Health and Safety Assistant: Finance and Central Services

Tasks: You will be based within a small team focusing on Health and Safety within the workplace. You will assist office administration staff with general duties such as filing, office organisation, preparing presentations and working on the computer including PowerPoint, Excel and Word. There may be an opportunity for you to carry out site visits with the Safety Risk Manager to look at how Health and Safety Regulations are met in the work place.
Duration: 1 or 2 weeks
Work Experience Job Title: Finance Assistant; Finance and Central Services

Tasks: You will be helping staff working on Post and Despatch with routine administration duties such as opening the post and sorting it into pigeon holes (trays) and then distributing the post around various departments.  You will be expected to prepare ingoing and outgoing post and record information on a central database.  The role will involve some data inputting and preparation of payroll for despatch.

Duration: 1 or 2 weeks
Work Experience Job Title: ICT Assistant; Finance and Central Services

Tasks: You will be helping with software builds of County Council PC’s and laptops as required, along with installation of these services across work areas.  You will be supporting the existing ICT team within County Hall in the finding of faults in machinery/computer systems and taking corrective measures, if needed, to fix the faults. This placement would suit someone interested in computer systems.

In this role you will be:

· Required to have a basic knowledge of computer systems and an interest in how they work
· Working in a large team

· You may be working with other members of staff to support them with computer faults

Duration: 1 or 2 weeks


Work Experience Job Title: Work Experience Job Title: Finance Assistant (Corporate Accountancy)
Tasks: In this placement you will give you an insight into what it is like to work in an accountancy team providing support to team and project managers, and carrying out a number of central accountancy tasks.
Experiences: Shadowing members of the team in their daily work, including attending meetings with budget managers, project teams etc. Assisting with accounting tasks and ad hoc requests for financial analysis. Insight into the daily investment of the Council's money
Duration: 1 or 2 weeks
Work Experience Job Title: Records Assistant, County Records Office
Tasks: Administrative support, simple genealogical searches in records, listing of records, basic scanning, simple conservation work as appropriate. We expect the student to visit the office prior to the placement for a brief, informal discussion to ensure that the placement is suitable for them.
Duration: 1 week
Work Experience Job Title: Administrative Assistant, Young Persons Recruitment Team
Tasks: During this placement you will gain an insight into the Young Persons Recruitment Team, dealing with work experience, apprenticeship and graduate placements. This role will provide you with the opportunity to work within a busy office environment where you will undertake general office duties such as filing, photocopying, creating information packs and data input. This placement would suit you if you work well in a team and would like to learn about business administration and data management. 
In this role you will be:
· Working in a small team

· You may be answering telephone calls
Duration: 1 week
Work Experience Job Title: Catering/Kitchen Assistant, Sodexo
Tasks: To provide excellent customer service from the preparation, presentation and service of food & beverages to the client & Sodexo’s satisfaction
In this role you will be: Deliver exceptional customer service, communicate and build relationships, raise standards & improve quality & work professionally and effectively with others.
Duration:  2 weeks

Work Experience Job Title: Community and Information Assistant; Pickering Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.

In this role you will be:
· Working with customers (members of the public)

· Working in a small team

Duration: 2 weeks
Work Experience Job Title: Administration Assistant; Children and Young People’s Service

Tasks: You will be undertaking general office duties such as filing, photocopying, data inputting and dealing with the post.  This is a busy office environment and would suit someone who likes working as part of a team and would like to learn about Business Administration

In this role you will be:
· Working in a small team

· You may be answering telephone calls

Duration: 2 weeks

Work Experience Job Title: Community and Information Assistant, Richmond Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.

In this role you will be:
· Working with customers (members of the public)

· Working in a large team

Duration: 2 weeks
Work Experience Job Title: Technical Assistant; Business and Environmental Services (Highways)

Tasks: In this placement you will assist with general clerical and administrative duties such as filing, processing the post and reception duties.  You will have the opportunity to learn and work on the computer information systems and this will help to give you an insight into Highways operations in the area. There may be an opportunity to accompany Officers on site visits to assist with investigations of complaints regarding work to the Highways.
In this role you will be:
Duration: 1 or 2 weeks

Work Experience Job Title: Community and Information Assistant, Ripon Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.

In this role you will be:
· Working with customers (members of the public)

· Working in a large team

Duration: 2 weeks


Work Experience Job Title: Community and Information Assistant, Scalby Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.

In this role you will be:
· Working with customers (members of the public)

· Working in a small team

Duration: 1 week


Work Experience Job Title: Community and Information Assistant, Scarborough Library

Tasks: Your time will be spent in each department of the 
library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.
In this role you will be:
· Working with customers (members of the public)
· Working as a member of a large team
            Duration: 1 or 2 weeks


Work Experience Job Title: Administration Assistant; Children and Young People’s Service

Tasks: You will be undertaking general office duties such as filing, photocopying, data inputting and dealing with the post.  This is a busy office environment and would suit someone who likes working as part of a team and would like to learn about Business Administration


In this role you will be:
· Working as a member of a small team

Duration: 2 weeks

Work Experience Job Title: Eastfield and/or Derwent Valley Children’s Centre; Children and Young People’s Service

Tasks: You may be helping with a range of tasks including: Reception duties such as answering the phone, showing clients to rooms, taking and making bookings, taking messages.

Photocopying, laminating, setting up rooms, meeting and greeting visitors, creating and putting up displays, updating leaflet racks.

In this role you will be:

· Working with customers (members of the public)

Duration: 1 or 2 weeks
Work Experience Job Title: Assistant Instructor
Tasks: Your role will be to assist East Barnby teachers in their role teaching school children a range of outdoor adventurous and environmental activities during their residential stay at East Barnby Centre. You will assist in allocation of equipment and will work with students in a range of activities each day, spending all day outside with the group. Lunch will be provided. You will gain insight and experience in the life of a busy outdoor education centre. 


In this role you will be: 
· Required  to attend a pre-placement meeting


Duration: 1 week

Work Experience Job Title: Community and Information Assistant, Selby Library

Tasks: Your time will be spent in each department of the 
library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.

In this role you will be:
· Working with customers (members of the public)
· Working as a member of a large team
            Duration: 1 or 2 weeks

Work Experience Job Title: Technical Assistant; Business and Environmental Services (Highways)

Tasks: You will assist and observe Engineers and Inspectors in all aspects of traffic Engineering, Development Control and Highway Maintenance and Inspections.  You will accompany Officers on site visits to assist with investigations of complaints regarding work to the Highways including measurements and associated administration back in the office.

Duration: 1 or 2 weeks
Work Experience Job Title: Selby Children’s Centre; Children and Young People’s Service

Tasks: You may be helping with a range of tasks including: Reception duties such as answering the phone, showing clients to rooms, taking and making bookings, taking messages.

Photocopying, laminating, setting up rooms, meeting and greeting visitors, creating and putting up displays, updating leaflet racks.

In this role you will be:

· Working with customers (members of the public)

Duration: 1 or 2 weeks
Work Experience Job Title: Community and Information Assistant, Sherburn Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy. 
In this role you will be:
· Working with customers (members of the public)
· Working as a member of a large team
            Duration: 1 or 2 weeks


Work Experience Job Title: Community and Information Assistant, Skipton Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.
In this role you will be:
· Working with customers (members of the public)
· Working as a member of a large team
            Duration: 1 or 2 weeks
Work Experience Job Title: Support Assistant: Adult and Community Services

Tasks: This placement is ideally suited to students who are studying Health and Social Care.  You will be providing support with a range of activities for people with learning disabilities. 
In this role you will be:
· Working with customers (members of the public)
· Working as a member of a team

Duration: 1 or 2 weeks

Work Experience Job Title: Technical Assistant; Business and    Environmental Services (Highways)

Tasks: You will assist and observe Engineers and Inspectors in all aspects of traffic Engineering, Development Control and Highway Maintenance and Inspections.  You will accompany Officers on site visits to assist with investigations of complaints regarding work to the Highways including measurements and associated administration back in the office.


Duration: 1 or 2 weeks

Work Experience Job Title: Technical Assistant; Business and    Environmental Services (Highways)

Tasks: You will assist and observe Engineers and Inspectors in all aspects of traffic Engineering, Development Control and Highway Maintenance and Inspections.  You will accompany Officers on site visits to assist with investigations of complaints regarding work to the Highways including measurements and associated administration back in the office.


Duration: 1 or 2 weeks
Work Experience Job Title: Administrative Assistant: Children and Young People (County Caterers)

Tasks: You will be undertaking general office duties such as filing, photocopying, data inputting and dealing with the post.  You will be working in the team that support the School County Caterers.   Duration: 1 or 2 weeks

Work Experience Job Title: Community and Information Assistant, Whitby Library

Tasks: Your time will be spent in each department of the library and you will help with everyday tasks such as issuing and logging out items, re-shelving returned books and keeping the library organised and tidy.  There will be chance to help with the children’s story times if you are interested in this task.
In this role you will be:
· Working with customers (members of the public)
· Working as a member of a large team
            Duration: 2 weeks

Work Experience Job Title: Administration Assistant: Business and Environmental Services (Highways)

Tasks: Your role will be to assist with general clerical duties in the Area Office.  This will include the use of computer information systems, filing, processing correspondence and receptions duties. There will also be an opportunity to spend time with a Highways Inspector, a day with a Road Safety Officer and a day with the Street Works Inspector.  You will gain an insight into the Highways operations in the area.
Duration: 2 weeks

Work Experience Job Title: General Kitchen Assistants (County Caterers)

Tasks: This placement will give you the opportunity to assist school cooks with the preparation and cooking of a range of meals plus you would undertake general tasks related to catering i.e. tidying the kitchen after cooking etc.

Duration: 1 or 2 weeks
If you require any further information with regards to placements in the bulletin, please contact Jessica Higgins on 01609 533499 or Jessica.higgins@northyorks.gov.uk
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Step 1: Please make a note of the placement number and placement job title and the dates you require work experience (e.g. Monday 21st July – Friday 25th July)





Step 2: Please contact Jessica Higgins, Young Persons Employment Coordinator, providing the placement number, job title and work experience dates.





Jessica Higgins Tel: 01609 533499


Email: jessica.higgins@northyorks.gov.uk





Step 3: Once your request has been received Jessica Higgins will check availability of the placement for the dates specified with the Placement Manager. Please note: Some placements are very popular and may already be allocated to another student, or the service may not be able to provide work placements at certain times of the year.





Step 4: Once confirmation of whether the placement is available or not you will be notified.





If the placement is available you will receive a confirmation letter which will detail the name and contact details of the Placement Manager. In some instances the Placement Manager may request a pre placement meeting/discussion, if this is the case you will be informed when we notify you whether the placement is available. Students are advised to make contact with the Placement Manager prior to the placement for a pre placement discussion.





Step 5: For school students undertaking work experience, please send WE3 and WE4 forms directly to the Placement Manager to complete. 
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