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INTRODUCTION
The London Borough of Waltham Forest is committed in supporting all residents into 
sustainable employment opportunities and ensuring that individuals can build strong 
career aspirations to support their future goals. 

This booklet has been designed to support Waltham Forest residents, embanking on 
employment or other activities that will help individuals gain the necessary skills to move 
into a career that is right for them. Inside you will find information about the different 
programmes available to young people living or studying in Waltham Forest. Also, 
resources that will help young people move into their future careers. 

This booklet is just a general guide, as everyone will need different elements of support 
for their journey into employment. We have listed several useful contacts locally, 
regionally and nationally that may support individuals to achieve their career goals.

Some of you might already know what you want to do, or you might already be in the 
career of your dreams. But many residents no matter what your age is, often don't know 
what careers are out there - or how they would even get to the career of their dreams.

The below Waltham Forest Youth Employment Programmes have been designed to 
support young residents for all walks of life and from any background.

Waltham Forest Youth Employment Programmes

Kickstart Scheme 

Apprenticeship 

Future Programme including:

 Future Insights 

 Future Creatives

 Future Innovators

 Future Tech

 Future Enterprise

Work Related Schemes

Cities of Learning 

Graduate Schemes 

 
All programmes and projects have and will been developed to helped boost career 
aspirations within young people living, studying or working in London Borough of 
Waltham Forest. Our key ambition is that residents feel empowered to achieve their 
career goals and see all employment sectors and industries as reachable.



WALTHAM FOREST 
YOUNG EMPLOYMENT 
PROGRAMMES 
Our programmes put both young residents and employers at the centre of delivery. 
Although individuals may not think so, there are lots of different opportunities with 
employers of all shapes and sizes. We aim to work with employers who are committed in 
supporting and developing young residents into fulfilling their future ambitions and have 
signed up to offering great work experience, work related activities, apprenticeships or 
entry jobs for young people.

 
 
 
The Kickstart Scheme is a 6-month paid job with a local employer, funded by the 
Government. It provides a fully funded opportunity for young people to gain experience 
of working in some of Britain’s most exciting companies.

The Kickstart Scheme was announced by the Chancellor in the Summer of 2020 and will 
offer hundreds of thousands of job opportunities over the next two years. A £2 billion pot 
is available to fully fund exciting positions with businesses across Britain.

Jobs from the Kickstart Scheme are open to 16-24 year olds, who are claiming Universal 
Credit, and are at risk of long term unemployment. 

The council’s Employment Business and Skills Service will be working closely with all local 
DWP jobcentres in Waltham Forest. Eligible residents should have a discussion with a 
Work Coach about the Kickstart Scheme and whether it’s right for them.

Kickstart will have roles on offer in many different types of businesses, across England, 
Scotland and Wales. Plus, undertaking a Kickstart placement could progress into an 
apprenticeship within the same company. 

 
 
 
Apprenticeships provide the best of both worlds with high-quality, work-based training 
programmes. They are a fantastic way to launch yourself into a career when you have 
finished full-time education. It’s also a great route for those already in employment to 
develop or change their future prospects and career. 

All apprenticeships include elements of on the job and off the job training, leading to 
industry recognised standards or qualifications. Some apprenticeships also require an 



assessment at the end of the programme to assess the apprentice's ability and competence 
in their job role.

Name Level Equivalent Educational Level

Intermediate 2 5 GCSE passes at grade A*– C or 9 – 4

Advanced 3
2 A level passes/Level 3 Diploma/ 
International Baccalaureate

Higher 4,5,6 and 7 Foundation degree and above

Degree 6 and 7 Bachelor’s or master’s degree

 
Waltham Forest Adult Learning Service (ALS) has a well-known and respected team 
that will support both employers and potential candidates interested in undertaking an 
apprenticeship.

 
 
 
The Futures Programme is an innovative cluster of programmes developed to help residence 
gain knowledge, skills and insight into growth sectors within the borough and help young 
residents build networks, confidence and understanding of the breadth of opportunities. 
Over the last year our Futures Programme has expanded from it’s initial pilot programme 
Future Creatives; our legacy programme from our year as the first London Borough of 
Culture in 2019. Our programmes now offered are:

• Creative 

• Enterprise

• Innovation 

• Tech

• Insight

Our Future Insight programme offers open industry insight career conversations in the 
sector; broadening horizons and the showcasing the breadth of opportunities in these fields. 
Our Creative, Tech, Innovation and Enterprise programmes offer a tri-delivery approach.

Work Related Scheme
Working with a further educational establishments, local businesses and community partners 
to support young people in the borough gain an insight of the variety of careers available 
to them. Groups of young people currently on vocational and technical courses will get an 
opportunity to work with employer on a brief that benefits the community, the sector will be in 
construction, technology, creative, environmental and health and social care.

WORKSHOPS

MENTORSHIPS
WORK 

EXPERIENCE 
& LIVE BRIEFS



 
Waltham Forest is leading the way to becoming one of the first London Royal Society of Arts 
affiliated ‘Cities of Learning’, following in the footsteps of Brighton and Plymouth.Working 
with the RSA to develop our ‘Cities of Learning’ plan we are looking at how we can create 
pathways for our young people

Our aim is to make learning and opportunities: 

Visible Measurable Connected 

By making the all the points 
of learning in a city visible, 
learners are empowered to 
discover and take advantage 
of the opportunities on  
their doorstep.

Using digital badges to 
track what learning takes 
place and where, learners 
have a new currency 
(beyond exam results) to 
showcase their talents. 

The platform connects learners with 
learning providers and employers, 
creating pathways into further learning 
opportunities and employment whilst 
also helping employers find the people 
who are right for the job.

Co-design with young people is at the heart of our Cities of Learning model. Young people 
will mould and shape our offer to create a programme of badges designed with and for 
young people.

"Cities of Learning allows us to maintain and build upon our existing relationships and to 
forge new exciting partnerships with innovative and creative organisations; working together 
to create valuable new pathways into learning and employment. Cities of Learning provides 
currency to informal education happening within our borough and an opportunity of 
integrate badges with employers to promote personal and economic growth” 
 
 
 
 
 
 
 
 
 
 
 

Graduate Scheme 
The graduate scheme will be a structured training programme run by employer to develop 
future leaders of their organisation. Placements will usually last between one and two years, 
are often available in a number of specialisms - or streams as they're known - ranging from 
finance, retail, HR and marketing, to management and law.

Waltham Forest will also work with partners to develop placements in future developing 
sectors like technology, environment and media. Also help organisations to achieve a more 
diverse and inclusive workforce. 



BOOSTING YOUR SKILLS
Employers often say recruiting individuals with the right skills and attitude is just as 
important as qualifications. Think about what transferable skills you have learnt during 
previous employment, education and even your personal life. Also take time to think about 
the type of role and employment sector you are interested in. 

All employment activities listed in this booklet will give you an opportunity to build on or 
develop skills that may benefit your future. It will also help you understand what skills some 
employers are looking for, can you develop skills in your personal life and education?

The answer to the last question is yes, you will have developed skills in things that you may 
think is unrelated to employment including:

• Problem-Solving 

• Communication 

• Empathy 

• Adaptability 

• Dependability 

This is just a few which will support you in to work. 

 

WHAT ARE 
TRANSFERABLE SKILLS?
Transferable skills are soft skills that can be applied across various industries and roles. 
In most cases, you develop transferable skills as you work with different departments and 
roles. You can also gain transferable skills outside of work – in college or university, during 
a community project, when working on personal or creative projects or as a volunteer. As 
you continue to acquire more transferable skills, your job performance improves, no matter 
the profession.

 
 
 
 



WHAT ARE 
INTERPERSONAL SKILLS?
Interpersonal skills involve the ability to communicate and build relationships with others. 
Often called “people skills,” they tend to incorporate both your innate personality traits 
and how you’ve learned to handle certain social situations. Effective interpersonal skills can 
help you during the job interview process and can have a positive impact on your career 
advancement. 

THE MOST IMPORTANT 
SKILLS FOR A RESUME 
INCLUDE: 

Creativity Conflict Resolution

Interpersonal Skills Decision-making

Critical Thinking Empathy

Problem Solving Customer Service

Public Speaking Decision Making

Customer Service Skills Management

Teamwork Skills Leadership Skills

Communication Organisation

Collaboration Language Skills

Accounting Negotiation

Active Listening Adaptability

 
Always think about how you state your skills when communicating with a potential employer. 
Rather than saying you have “excellent team working skill” state “during my time I have been 
able to work collaboratively with a diverse range of people”. This will give employers better 
understanding of your team working skills.

Also match the skills you have to the job description as employers want to see that you have 
the necessary abilities to do the role.



CREATING YOUR 
CURRICULUM VITAE (CV) 
OR RESUMÉ
There are several sites that you will be able to gain free access to help structure your CV. 
Below are some tips that will help you to create your CV.

Length Name and contact details

Your CV should be one to two pages long. 
If it is too long, the employer will not read it 
all and may miss some of your information, 
which maybe important for the role.

Make sure you have the correct contact 
details on your CV and that spelling has been 
checked. You will need a contact number and 
a professional email address. 

Personal summary Key skills

Write a short paragraph of just a few 
sentences (no more than 5 lines) explaining 
who you are, your strengths and why you 
feel you are a suitable candidate. Remember 
this is the first opportunity that employers will 
probably hear about you, so you need to 
make sure that you are selling yourself.

When writing a CV, it can be difficult to 
know what skills to include. After all, it’s best 
practise to tailor it to every different role you 
apply to, meaning the skills you focus on may 
differ in each version you produce.

That being said there are some soft skills that 
are a key requirement in most, if not all jobs, 
like team work, communication.

Employment / Work or Professional history

These all essentially mean the same thing and come down to personal preference. Use one 
of these headings to group your past jobs in a more general CV. Your CV needs to have a 
flow for it to be easily understood by employers and recruiters, which means you can’t jump 
from one decade to another and then back again. It is, therefore, important that you sort 
your experience in reverse chronological order, with your most recent employment listed first. 
Remember to additional experience if you have done voluntary, unpaid or work experience.
Also always explain any employment gaps in your cover letter.

Exam results Hobbies & interests

You should include any qualifications in 
maths, English and science (as long as these 
are ‘pass’ grades). Apart from these, you 
only need to include those which are recent, 
and which are relevant to the job you are 
applying for.

These can give an employer a greater insight 
into your personality. It can also demonstrate 
that you are a well-rounded person.



COVER LETTER EXAMPLES
A covering letter is essentially an advert for your CV.

As it will most likely be read before your CV, it should be convincing and at a glance it must grab 
the reader’s attention enough to encourage them to read any attached Curriculum Vitae. They 
should be seen by jobseekers as an excellent opportunity to communicate directly to the recruiter 
and a useful way to demonstrate their suitability for a job. 

APPLICATION FORMS 
EXPLAINED
An application form will ask you to fill in questions covering a lot of the same things as you would 
put in a CV or cover letter. It will also ask you for some more detailed information about your skills, 
experience and why you would be right for the job. Examples of these questions are:

Motivation questions 
The form will ask you questions relating to why you want to apply for the job.  
This section is trying to find out your motivations or reasons for your application.

Experience questions 
Your employer will also want to know that you have used and developed some basic skills to make 
sure that you will be able to do the job. These questions will focus on the skills that you will need to 
use in the job.

Monitoring information 
Usually an application form will contain a monitoring section that will ask you for your age, race, 
gender, sexuality etc. This is optional so do not feel that you have to fill this in. This information will 
only be used for the company’s internal diversity policy and will not affect your application.

References 
References are people that you know outside of your friends and family that you may have worked 
with in the past. Sometimes you have to put the contact details of these people down on an 
application form so that the employer can check that what you have written is correct and truthful. 
These people could be:

• A teacher

• A work placement buddy

• Your previous boss

• Your apprenticeship tutor

Declaration 
At the end of your application you will have to sign to say that what you have written  
is truthful. It is very important to be truthful on your application form, what you write can be 
checked with a few telephone calls!



INTERVIEW
After you have applied for a job, the employer may want to set up a telephone or face-to-
face interview to find out more about you.

An interview will give your potential employer a chance to meet you and decide whether 
you would be a good fit for the job. They will ask questions to find out more about you and 
consider how your personality will work with their existing team. An interview also gives 
you the chance to ask questions and determine if the job is something you would like to do.

Some employers might also use group interviews. In group interviews you may be asked to 
participate in a variety of activities or exercises. The goal of a group interview is to see how 
you work with others and whether you use actively listening or use reasoning to influence 
others. They are not necessarily focused on whether or not you succeed at a task. A group 
interview is a good opportunity to show team work, customer service and leadership skills.

Why is an interview important?
The employer can never know how much help you have had with your CV, application form 
and cover letter. The interview is a chance for your employer to meet the real you, unaided 
by parents, friends, advisers or the internet. Interviews also help the employer to:

• Confirm your skills match up with what you’ve written in your CV and application form

• Check your confidence levels and interpersonal skills

• Find out how interested in the role you are and how much effort you have put into 
researching the job

Virtual Interviews 
A virtual interview is an interview that takes place remotely, sometimes over the phone, but 
often using technology like video conferencing and other online communication platforms. 
During a time when the local governmental bodies recommend that people practise social 
distancing, it's become essential for both HR employees and candidates to learn how to 
perfect the virtual interview process. Virtual interviews are often conducted in much the 
same way as face-to-face interviews. That said, virtual communication requires special 
considerations and adjustments due to the limited ability to read body language and facial 
expressions.

It's likely that you’ll be asked to do your interviews virtually as times have changed.   
Here are a few considerations to set yourself up for success:

• Test your technology beforehand

• Wear professional attire

• Prepare in advance

• Limit distractions



• Use professional body language

• Build rapport

• Be authentic

• Follow up

Telephone Interviews 
A telephone interview is a pre-scheduled job interview, typically lasting half an hour. With 
technological advancements video interviews are becoming increasingly popular, but 
plenty of employers still use telephone interviews as part of their recruitment process.

Popular because they save time and help to keep interview costs down, telephone 
interviews also eliminate travel costs for the interviewee. However, they do have a 
downside. In most cases you'll be answering questions under a strict time limit and this can 
increase nerves. Not being able to see the interviewer also presents its own difficulties, as 
you're unable to gauge their response.

 

MAKING A GOOD 
IMPRESSION
Got a job interview coming up? A job interview is your opportunity to convince the 
employer that you are the best person for the job. Choosing what to wear is one important 
step in making a good impression on a potential employer. Below is a list of do’s and 
don’ts to help you dress for success.

Do’s
• Wear smart trousers or a smart suit if you have one

• Suits should be a dark, solid colour

• Wear a white or blue dress shirt

• Wear a belt, socks, tie and shoes please no trainer or sliders no matter how smart you 
may think they are

• Wear comfortable shoes, If you're going to wear heels make sure you are able to 
walk in them.

• Polish your shoes and remove scuffs

• Don't be afraid to ask for advice on your look 

• Bring a smart looking bag that can hold your resume, questions, and a pen



Don’ts
• Don’t go wrinkled. Make sure your suit is dry-cleaned and your shirt is ironed

• Try your best not to have too much jewellery 

• Don’t go fuzzy. Get a haircut before the interview and don’t forget to shave. If you 
have a beard, make sure it's neat and tidy 

• Don’t wear strong-smelling cologne or aftershave but make sure you smell fresh 

• Don’t forget to hold your head high and offer a firm handshake!

• The final “don’t!”

Don’t break the bank! Interview clothes can be very expensive, but there are other options. 
Think about what clothes you already have that may be suitable for an interview or talk 
to your advisor or Work Coach about being referred to a charity that helps we've smart 
clothing like Suited and Booted or Dressed for Success.

Training
Once you start your employment your employer will give initial training to induct you 
into the workplace. We would advice that you speak to your employer about additional 
training this may be in the classroom, on-the-job. virtual or through shadowing or 
mentoring from colleagues. Training doesn’t always have to be at work. There are many 
ways to develop your skills outside of work

All of these types of training will help you in your work life as well as your home life; the 
more you do the more you will have to talk about in interviews and the more attractive you 
will look to an employer.

Mentoring 
Having a mentor is a good way for you to improve and seek in-work opportunities in a 
more informal way at work. A mentor is usually a person that would be at a more senior 
level in the workplace and you will not be exactly like them but, you want to learn from 
them and their employment journey. They are also a good person to speak to about your 
future career and getting an impartial point of view.   

 

USING FINANCIAL 
SKILLS
Managing your money is as important as earning it. Working out what your financial 
responsibilities are, what they cost you and when you must pay them will keep you out of 
debt. The first thing you must understand when managing your personal finances is your 
payslip, what it means and how much you are being paid. 



Below is a sample payslip – all payslips will look different, but the information will be the same.

 
 
There are five things that should always be displayed on a payslip:

• Gross pay – this is your full pay before any tax or National Insurance has been taken off, 
including any bonuses and commission.

• Variable deductions – this refers to the deductions that could change each payday, and 
will show the amount that’s being paid. It includes tax and National Insurance.

• Fixed deductions – these are the deductions which don’t change from payday to payday. 
An employer doesn’t have to give details of what these deductions are for, as long as  
they give a separate statement with these details at least once a year. It could include 
union dues.

• The total amount of take-home pay – the amount displayed is after all deductions have 
been taken off.

• The amount and method for any part payment of wage – this could refer to separate 
figures of a cash payment and the balance credited to a bank account.



The format of your payslip will vary from company to company, and what’s included will 
depend on your individual earnings, benefits, and deductions.

Here are eight additional pieces of information you may spot on yours, and  
what they mean:

• Your payroll number – Some companies use payroll numbers to identify 
individuals on their payroll.

• The tax period – The number here represents the tax period for that payslip.  
For example, if you are paid monthly, this would translate as: 01 = April and  
12 = March.

• Your tax code – This indicates the rate you’re taxed at.

• Your National Insurance (NI) number – Your NI number confirms that you’re 
eligible for work in the UK.

• Expenses – If you’re owed any expenses (e.g. travel costs or company lunches), 
these will be displayed here.

• Pensions – If you’re paying towards a workplace pension that your company has 
set up or arranged access to, the amount you’re contributing will be shown.

• Student loan – If you’re making student loan repayments, this will be shown on  
your payslip.

• Workplace benefits – If you get health insurance or have a company car through 
an employment scheme, these will be listed on your wage slip.

Additional Information 
• What’s a tax code? This code tells your employer what rate you should be taxed 

at. To find out how much income you can earn in a year before you need to pay tax, 
simply add a zero to the number shown. For example, Tax code 1000L means you 
can earn £10,000 a year before paying any Income Tax. The most common letter is 
L, which just means your tax rate is at the standard rate.

• What is total gross pay? Your gross pay is what you’ve earned before any 
deductions have been taken off.

•What is total net pay? Your net pay is what you actually receive into your bank 
account once all the deductions have been taken off.

• What is the meaning of year-to-date (YTD) in a salary slip? This describes how 
much you’ve earned so far this year.

• What does payment method mean on a payslip? Most employers will pay 
your earnings directly into your bank account. This is done through a system called 
Banker’s Automated Clearing Services, or BACS for short – which is what you’ll 
normally see on your payslip.



UK payslip abbreviations

BACS 
Bankers Automated Clearing Services

A payment scheme that processes financial 
transactions electronically. 

BA/BP 
Bereavement Allowance/
Bereavement Payment

A weekly allowance given to widowers or 
surviving civil partners. 

CHB 
Child Benefit

An allowance given to parents with children 
under 16.

CTC 
Child Tax Credits

An allowance given to parents with children 
under 16.

ET 
Earnings Threshold

The amount you can earn before being required 
to pay tax.

HMRC 
Her Majesty’s Revenue and Customs

The department of government responsible for 
tax collection.

LEL 
Lower Earnings Limit

The amount you can earn before being required 
to pay National Insurance.

NIC 
National Insurance Contributions

A sum deducted from your salary, in addition  
to tax.

PAYE 
Pay As You Earn

A tax deduction taken from HMRC.

PILON 
Payment in Lieu of Notice

A compensation payment that covers the 
notice period of an employee who has been 
terminated/told not to work their notice.

PP 
Personal Pension

Payments made to a pension provider.

SAP 
Statutory Adoption Pay

An allowance given to people during the leave 
they take to adopt a child. 

SEE 
Small Earnings Exception

An exemption of Class Two National Insurance 
contributions, given to self-employed people 
who’s profits are less than £5,725 a year.

SMP 
Statutory Maternity Pay

An allowance of 39 weeks, given to female 
employees during the leave they take before 
and after having a child. 

SPP 
Statutory Paternity Pay

An allowance of 2 weeks, given to male 
employees during the leave they take before 
and after having a child. 

SSP 
Statutory Sick Pay

Pay given to employees who have been absent 
from work due to illness.

TY 
Tax Year

The year in which tax is calculated, starting 6th 
April in the UK.

VAT 
Value Added Tax

Value based tax added to goods and services.

 



BUDGETING
Budgeting is a very important financial skill to have in your personal and your 
professional life.

In your personal life, budgeting is working out:

1.  Incomings: how much money you have coming into your account?

2.  Outgoings: what bills do you have to pay?

Think about all of the things you regularly spend money on. Use the list below and add 
others if needed.

3.  Savings: do you want to put some money away if you can afford to?

4.  Disposable income: what money is left for you to spend after your incomings, 
outgoings and savings?

Personal Budget Amount per month

Incomings
Income

Benefits 

Outgoings

Rent

Food

Insurance

Gas/electric/water

Phone

Council Tax

Service charge

Travel/car/insurance/
road tax

Childcare

Internet/TV/TV license

Loans/credit cards

Savings

Total outgoings

Money to spend 
This is your income minus 
your total outgoings 



This booklet has been designed by London Borough of Waltham Forest’s as part of the 
continuous effort to develop employment programmes that benefits and helps young 
residents to build career and entrepreneurial aspirations and sits in the councils wider 
Employment, Business and Skills Service. Committed to support residents and businesses 
in the borough. Our key ambition is to ensure that all programmes being delivered 
achieve five key aims for residents.

• Building long term career aspirations for all young residents

• Narrowing the gap of social and economic deprivation within the borough

• Helping young residents to have self-belief in their skills for them to gain sustainable 
employment

• Developing training and awareness pathways for future growth sectors

• Ensuring local economic growth through the creation of jobs and business start ups 

ADDITIONAL SUPPORT
Below is a list of helpful contacts:

Employment and Training

Organisation Email, Telephone &Website

Step into Work stepsintowork@walthamforest.gov.uk

Apprenticeship apprenticeships.als@walthamforest.gov.uk

Adult Learning Service adult.learning@walthamforest.gov.uk

Business Service (Enterprise, Business Start 
Ups)

business.growth@walthamforest.gov.uk

WF Community Hub info@wfchub.org

Peabody Employment.Training@peabody.org.uk

Job Centre Plus (DWP) https://www.gov.uk/find-a-job (Website)

Barclay Life Skills https://barclayslifeskills.com/ (Website)

National Careers Service (NAS)
https://nationalcareers.service.gov.uk/ 
(Website)

Youth Employment UK
https://www.youthemployment.org.uk/ 
(Website)

Prince Trust 
https://www.princes-trust.org.uk/contact-
us (Website

Project Zero info@projectzerowf.co.uk

Streetbase and YIAG Info@youngadvisor.org

Big Creative Academy (Apprenticeships)



FE & HE Colleges 

Sir George Monoux College info@sgmc.ac.uk

Leyton Sixth Form College enquiry@leyton.ac.uk

Big Creative Academy

Waltham Forest College myfuture@waltham.ac.uk

Finance and Housing

Citizens Advice Bureau (CAB) Please call instead 0300 330 1175

TURN2US https://www.turn2us.org.uk (Website)

Advice Now 
https://www.advicenow.org.uk/ 
(Website)

Step Change https://www.stepchange.org/ (Website)

YMCA info@ymcaeastlondon.org.uk

Centre Point supportercare@centrepoint.org.

Shelter https://england.shelter.org.uk/ (Website)

Homeless Link referrals@wfcbranches.org.uk

Health and Wellbeing

Kooth www.kooth.com (Website)

Woebot https://woebothealth.com/ (Website)

ELOP info@elop.org (Website)

Sexual Health https://www.alleast.nhs.uk/ (Website)

Waltham Forest CAMHS walthamforest.camhs@nhs.net (Website)

National Domestic Violence Helpline 0800 2000 247

Men’s Advice Line 0808 801 0327

Galop (LGB and TQi) 020 7704 2040

Deaf Hope UK SMS: 07970 350 366

Ascent Legal Advice line 020 7608 1137

Workplace Guidance

ACAS https://www.acas.org.uk/ (Website)

GOV.UK
https://www.gov.uk/browse/working 
(Website)

Health and Safety 
https://www.hse.gov.uk/index.htm 
(Website)

Information on Rehabilitation and DBS’s https://hub.unlock.org.uk/ (Website)


