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Work Experience Application Instructions for Students

1. Do you have: 

· Upper intermediate level of English

· Level must be assessed by phone interview with Director of Studies after the application documents have been received.

· Have some experience or education in the area of placement requested

· Have realistic expectations of the programme, i.e., to improve your English language skills in your career area and experience business in a British work environment.  

If you have any questions about your suitability for the programme, please contact the Work Experience Coordinator, Ann Hawkings, at Shane Global London by phone or email.  If possible, please send a copy of your CV or a completed Work Experience Application form/ questionnaire.  Completing this form should help you focus on what you want to achieve on the programme and allow the Placement Coordinator to quickly determine if a placement can be made.

Enquiry:  If it is not possible to send the CV or Work Experience Application/Questionnaire form, an email with as much information is fine.

Sending the Application

2. Please send the following documents at the time of booking, a minimum of 4 weeks prior to the beginning of the Work Experience:

· Shane Global Registration form (for English Course)

· Work Experience Application/Questionnaire

· CV  (as email attachment)

· Letter of Motivation  (as email attachment)

· Oral Interview with the Director of Studies – arranged after documents 
received.

Documents sent in electronic format are preferred by employers and make a better impression than faxed copies.  CVs and Letters of Motivation may not be handwritten.

Receiving these documents as early as possible will ensure that you get the best possible placement, particularly during the busy summer season and in competitive areas such as Law and Finance.

Confirmation of the Work Experience

· Confirmation of acceptance on the work experience programme will be sent to you after the placement provider has accepted the application, after receiving the applicants CV, Letter of Motivation and Work Experience form.

Should you have any question about any of the above procedures, please do not hesitate to contact us.  
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