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The documents which follow have been produced by and are presented here with the kind permission of City Westminster College and the London Borough of Islington. There are presented here in word format so that you can download, adapt and contextualise them to suit your situation.
Annex 2: Accessible documentation
1. Two sample job descriptions developed by City of Westminster College
2. A sample job description developed by the London Borough of Islington
3. A sample application form developed by the London Borough of Islington
4. A sample acceptance letter developed by the London Borough of Islington
5. A sample acceptance letter developed by the London Borough of Islington




1.
Job Description
Post: Kitchen Cleaning Assistant 
Responsible to:
Location: City of Westminster College, Queens Park Campus (QPC)
Purpose of the Job: Maintaining fridges and microwaves in the QPC kitchens.
Hours: 1 hour a week
Main Duties:
· Cleaning fridges and microwaves in the kitchen area.
· Getting rid of all “out of date” and spoilt food.
· Report any damages to supervisor.

Required Skills:
· Physically fit to carry out the task.
· Reliable, punctual and hard working.
· Basic communication skills.
Desired Skills:
· Able to work without supervision.
· Previous experience in cleaning desired.


Job Description
Post: Learning Centre assistant 
Responsible to:
Location: City of Westminster College, Paddington Green Campus
Purpose of the Job: Maintain IT Equipment and Facilities in the learning centre
Hours: 2 hours a week
Main Duties:
· Clean monitors and keyboards of laptops and PCs in the learning centre.
· Maintain a record.
· Report any damages to manager.
· Book shelving
Required Skills:
· Basic numeracy.
· Basic communication skills.
· Able to manage time and work efficiently.
· Reliable, punctual and hard working.
Desired Skills:
· Able to work without supervision.
· Previous working experience is desired, however training will be provided.







2.
JOB DESCRIPTION

	POST TITLE:
	Apprentice Office Assistant

	POST NUMBER
	

	GRADE:
	Scale 1 - £15, 399 fixed term to 31 March 2014

	HOURS
	Up to 35

	DEPARTMENT:
	Housing and Adult Social Services

	SECTION:
	Islington Learning Disabilities Partnership


This job is for an Islington resident aged 16 to 24 with learning disabilities
	what this job is
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to help us with office work

	where we are

	[image: Learning disabilities partnership]
	
52d Drayton Park
London 
N5 1NS

	getting around our office
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wheelchairs can get to all parts of our office

	your supervisor

	[image: Simon_Court]
	

your manager will be: Simon Court

	your work
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meeting people who visit us
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telling us that people have arrived

	[image: PhoneConversation2]
	

talking to people on the phone

	[image: Envelopeopen]
	

helping us to send out letters
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arranging chairs and tables for meetings

	[image: Kettle]
	
preparing tea and coffee

	[image: GraphicFacilitator]
	

putting out pens, pencils and paper

	[image: Photocopy]
	

putting paper by the photocopier and photocopying
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looking after our leaflets
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looking after our deliveries
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making sure our phones are clean
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keeping the garden tidy
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helping us to make our leaflets clear

	your training
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we will train you
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this will help you to get a qualification

	equal opportunities
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we will treat you fairly and equally

you must treat other people fairly and equally

this is called equal opportunities


	other jobs
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we may ask you to do other jobs
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we will always train you for these jobs
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3.
JOB APPLICATION

	Apprentice Office Assistant

	This job is for an Islington resident aged 16 to 24 with learning disabilities

	what is this form for?
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when you fill in this form you are applying to be an apprentice office assistant

we will use this form to help us decide whether to ask you to meet us and show us if you can do the job

you can use another piece of paper if you need more room for your answers





	our questions
	your answers
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	what is your name?
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	where do you live?
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	what is your telephone number?
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	have you had a job before?

What things did you do in that job?
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	did you go to college?

What did you learn at college?
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	what are you good at that will help you do this job?


	



	When you have completed this form

	[image: ]
	
you must send your form to us by 
10 October 2012
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	please post your form to
Islington Council
HR Express
Islington Town Hall
Upper Street , N1 2UD





	what happens next?
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	we will read your answers

we will use your answers to decide 
if we would like you to meet us and show us if you can do the job

if we do we will
· send you a letter
· phone you to tell you what day and time we would like you to come

there will be other people showing us what they can do

we will decide who we think can do the best job

we will ask that person to come and work with us

	[image: Description: S:\Learning_Dis\IT_Systems\photosymbols\photosymbols4\hires_images\Cashier.jpg]
	please tell us if you

· use a wheelchair
· need any other help when you see us
· need to bring someone to support you





	





	

4.





Private & Confidential







Provisional offer: Maintenance Assistant-SSA/1896/KD

Dear
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Well done we would like to offer you the job Maintenance Assistant.
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You will be paid £9.41 an hour. 
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Before we can definitely give you the job we need to do a few things
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You need to give us some references. This is where people tell us if they think you can do the job well. 
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	You need to fill in a health questionnaire – we can help you with this if you would like. If you want some help then call Lakhvinder Bhogal at Daylight on 020 7704 7470 and he will arrange for someone to help you. 
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We will need to take a copy of your passport to show that you are allowed to work in the UK. 
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	You will also need to have an appointment with our Human Resources (HR) department to have a Criminal Record Bureau check. We call this CRB. 

You have an appointment on……at……The appointment will take about 30 minutes. 

You have to go to 7 Newington Barrow Way, Islington London N7 7EP

You need to take some documents with you to this appointment. What you need is listed on page 1 of the purple booklet. If you are not sure what to bring then please call us and we can help you with the list.

You should bring something that shows where you live now like a bill for your gas or electricity. You should also bring something that shows when you were born like your passport or your birth certificate. 

	
[image: signed_contract]
	
When you come for your CRB you should also make sure that you bring with: 

A copy of this letter that you have signed
Your job description
Your health questionnaire 

And any other things in the list that is attached to this letter. 

	
[image: creative-skype-phone-large]
	
If you can’t come to the appointment we have made for you then please call Sofia Christou on 020 7527 4078 to make a new appointment. 



Here is a summary of your main terms and conditions. 
When you come to Daylight to work we will explain this to you and make sure that we help you with anything you don’t understand. 
 We will pay you every month for the previous month by credit transfer on the 26th of each month.
We will follow our probation scheme when you start work. You must complete a satisfactory period of probationary service of six months before we can confirm your appointment. During your probationary service, we will expect you to show that you are suitable for the post by meeting the standards, which we have set for employees.

You will automatically join the Local Government Pension Scheme when you start work, so will start making contributions to the scheme unless you decide to opt out. If you are a member of the Local Government Pension Scheme for less than three months, you could be entitled to a refund of contributions after your membership ends.  However, if you are a member for three months or more, you will be entitled to pension benefits when you retire so a refund would not apply.
If you accept the job, we will give you a formal statement, in line with the Employment Rights Act 1996, setting out your conditions of service.
Please note that you should not end your current employment until I can confirm I have received satisfactory references, Criminal Records Bureau clearance and medical clearance.  
If you have any problems, please contact me at the email address shown at the top of this letter or by telephone on 020 7527 2718.
Yours sincerely
HR Recruitment Assistant 
I accept the provisional offer to the position of Maintenance Assistant on the terms and conditions set out above, and agree to follow your ‘Dignity for all’ policy.  
	
Signature:	
	
Date:



	
Print your name:



	

                                                      






Dear

Maintenance Assistant-SSA/1896/KD




Private and confidential
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Thank you for coming for your interview.
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We are sorry we could not give you the job this time.
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You managed the tasks well but the person we gave the job to did a bit better. 
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	We may be able to help you with your search for employment. 

Please contact the person below so we can talk about what help we can give you.

Jessie Gibson
Islington Working
0207 527 3036



Yours sincerely	
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