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At ACH, we provide free career advice, training courses, busi-

ness support, and employment opportunities across Bristol 

and the West Midlands. Designed to help people from a refu-

gee or migrant background secure the career they want.

Welcome to your 
guide to finding 
work in the UK

Keep reading for our advice on getting a job in the UK. 

Contact us on page 23 to book a careers advice                         

appointment with one of our Career Advisors.
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Introduction 
to getting a 
job in the UK 

As soon as you have been granted refugee 
or Humanitarian Protection status in the 
UK, you have the right to work. 
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Main types of 
employment

Worker
Workers occasionally work for a single business. The com-

pany does not have to offer them work, and they do not 

have to take it - they only work when they want to, and their 

contract with the company includes language like ‘casual,’ 

‘freelance,’ ‘zero hours,’ ‘as required,’ or something similar. 

Employee
Someone who works under an employment contract. 

Someone who is employed on an employment contract. 

All employees are workers, but employees have additional 

employment rights and responsibilities that workers do not 

have. They must work a certain number of hours. 

5

https://www.gov.uk/employment-contracts-and-conditions
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Main types of 
employment

For more information on your employ-

ment rights, such as holiday entitle-

ment and maximum weekly working 

hours, please visit the gov website.

Self-employed and contractor

A person is self-employed if they manage their 

own business and are personally responsible for 

its success or failure. If someone is self-employed, 

they do not have the rights and responsibilities 

of an employee. A person can be both employed 

and self-employed at the same time.

https://www.gov.uk/browse/employing-people/contracts
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In this guide, we have explained each step in 
more detail and how to complete them. 

Steps to getting 
a job in the UK 

Find a job you want

Submit a job application with your CV (curriculum vitae) 

and a cover letter or by completing an application form 

If your application is successful, you will be 

invited to an interview

If your interview is successful, you will be 

offered a job 

7
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Open a bank account 
(if you haven’t already)

Have your Biometric 
Residence Permit ready (BRP)

Contact UK NARIC if you have qualifications from your home 
country that you want to transfer. You’ll need to find their UK equivalent 

to find a similar job here. It costs at least £55.20 to do this.

Have your National Insurance (NI) number ready. 
This might be printed on your BRP, which you will receive soon after getting 

your refugee status. If you do not have a NI number, you will need to apply for 

one by visiting the gov website.

Step 1
Get ready for employment

National Insurance is a unique set of 
letters and numbers which will record 

the tax and national insurance contribu-
tions you make. These contributions pay 

for healthcare (for example, free health 
services from the NHS) and other public 

services. Your National Insurance num-
ber remains the same for life. 

What is National Insurance? 

https://www.ecctis.com/naric/individuals/
https://www.gov.uk/apply-national-insurance-number
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Step 2
Find a job you want

Explore your interests 

Explore what skills you have and look at 
how they match the job you want 

Explore the qualifications and experience need-
ed for jobs you like the look of 

Use the National Career Service website to 
search for the career you are interested in and 
to find out the skills and qualifications you need

https://nationalcareers.service.gov.uk/explore-careers  
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Where to 
look for jobs 

Recruitment agencies

Companies that help people get jobs in 
specific sectors and can match your CV 
to jobs. 
www.agencycentral.co.uk

Company websites

e.g., Amazon, Royal Mail

Social Media

LinkedIn, Facebook, Twitter, Instagram

Online websites

For job searching: Indeed, Monster

For remote jobs: FlexJobs 

For college graduates: Scouted

For hourly workers: Snagajob

Local and 
national 

newspapers 

Job 
centres

Shop 
fronts

http://www.agencycentral.co.uk
https://uk.indeed.com
https://www.monster.com/
https://www.flexjobs.com/
https://scouted.io/
https://www.snagajob.com/
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next step? 

Ready for the
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You will need to submit an application 
once you have found the job you want 
to do. Read what the employer has re-
quested in your application carefully. 
Typically, this will be an application form 
or a CV (curriculum vitae) and a covering 
letter. 

Once you submit your application, you 
may be invited to an interview.  

If you have not heard anything regard-
ing your application 2-weeks after sub-
mitting it, we recommend you send an 
email or call the employer to politely ask 
for an update on your application. Re-
member to check your junk email first 
in case a reply has gone in there.

12

Step 3
Submit an application
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A CV is a list of your qualifications and ex-
perience. It is an overview of you and will be 
used to see if you meet the requirements 
of the job you are applying for. It is often 
the first thing an employer looks at so it is 
important to spend time getting your CV 
right. Make sure your CV is no longer than 
two A4-sized pages and download/ save it 
as a PDF. 

Your CV is never a finished document; 	
always amend your personal profile and 
skills to match the skills/qualities the specif-
ic job role you are applying for requires.

How to write a CV
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Personal profile:
A summary of your experience and skills. Change 
this section to relate your skills and experience to 
each job you apply for. 

Skills profile: 
Include all of your transferable skills that are rel-
evant to the job you are applying for. Use the job 
description for the position you are applying for to 
help you with this.

Employment history:  
Employment history with dates, place, where, and 
duties. If there are any gaps in your employment 
put in an explanation.
Volunteering counts as employment.

Education/ qualifications:  
Education history with dates.
Remember to include any training courses you are 
doing in the UK e.g., ESOL.

Hobbies and interests:  
What do you enjoy? Gives the employer an insight 
into you.

References: 
You do not need to include your references on your 
CV but you should have two prepared. Your refer-
ences should be the contact details of people who 
can verify your suitability for employment (such as 
a former manager, teacher or colleague). Instead, 
put on your CV - “References available on request.”

Information to 
include in your CV 

14
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How to write a 
cover letter

A covering letter is a short description you 
write that should say:

Why you are applying for the job  

Why you are the right person for the 
job/ how you meet the requirements 
in the job description

Remember to send your cover letter with 
your CV when applying for a job. 

01

02
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How to complete 
an application form 

When applying for a job, certain roles will ask for you 
to complete an application form e.g., NHS. A job ap-
plication form will ask you a specific set of questions, 
created by the employer. 

The most important section is “Tell us why you are ap-
plying for this job” or “What makes you suitable for 
the position”. Look at the job specification and bullet 
point the skills and qualities they are looking for with 
examples. 

17
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next step? 

Ready for the
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An interview is a formal meeting with the employer of the 
job you have applied for. It is a chance for the employer to 
find out more about you and for you to find out more about 
the company and job. 

The format of the interview could be a face-to-face or virtual 
meeting where you will be asked questions about how you 
fit the job, usually lasting around an hour.

Step 4
Prepare for your 
interview

Or it could be a trial shift where you do the 
job for part of a day. Read the instructions for 
your interview carefully. 

Always go to your interview prepared. 
It will help with any pre-interview nerves and 
show the employer you are committed to 
working in their organisation.
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How to prepare

Situation

Set the scenario and 
provide the specifics of 

your example. 

Explain what your role 
was in the situation.

Task

Explain the results of 
your actions.

ResultAction

Describe the actions you 
took to address it. 

Think of examples of how you have used your 
skills in previous jobs. Practice using the STAR 
method for explaining your examples: 

Look at your transferable skills and how they 
relate to the job

Look at the job description and think about 
how you meet what they are looking for 

Research the company and role

You will usually be given some time at the 
end of your interview to ask the interviewer 
some questions - think of two or three ques-
tions to ask to show your interest in the job 
and the company 

Practice interview questions and answers
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Your BRP card (which will evidence 
your right to work in the UK) 

The details of your references

Any proof of your qualifications and 
experience

What to take to your interview:

Typical interview questions

These will vary dependent on the type of 
role you are applying for. 

Tell me about yourself 

What do you know about the company? 

What are your strengths? 

What are your weaknesses? 

What skills can you bring to the job? 

Why do you want to work for us? 

Tell me an achievement you are proud of

What are your salary expectations?
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the job?

Did you get
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We understand that the process of starting or chang-
ing your career may be challenging, which is why we 
are here to support you at any stage of your job search. 

Get free careers advice

Contact us

Book a one-to-one careers advice appointment 
with one of our Career Advisors:

Email | careers.support@ach.org.uk 
Fill out our contact form

ACH Birmingham (covering Birmingham,
Coventry, and Wolverhampton) | 0121 565 3384 
ACH Bristol | 0117 954 0433 

We can support you with:

Completing job applications and applying for jobs  

Looking for volunteering opportunities 

Developing skills: linking you to relevant training 

programmes 

Job searches and connecting you to employers 

Interview Preparation: interview advice and practice 

Making your CV stand out: writing and updating your CV 

mailto:careers.support%40ach.org.uk?subject=Careers%20advice
https://www.ach.org.uk/contact-ach
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ACH empowers refugees and migrants to live independent and ambitious lives. Established in 2008, we have a 
track record of delivering effective support services that give people the tools they need to succeed. 

Based in the West Midlands and Bristol, we offer accommodation, training, career advice, and business 
support and can help you settle into life in the UK. 

About ACH

Our integration services

Accommodation
We have safe and secure accommodation for refugees and migrants in 
Bristol, Birmingham, Coventry and Wolverhampton.

Integration support
Our support and integration officers can help you access welfare benefits, 
health and wellbeing services, family reunion support, and more. We are here 
to help you to live an independent and ambitious life in the UK. 

Employability
We can support you in finding the career you want and deliver various train-
ing courses, career advice, business support, and employment opportunities.

https://www.ach.org.uk/accommodation-services
https://www.ach.org.uk/training-employment-programmes
https://www.ach.org.uk/career-advice
https://ach.org.uk/migrant-business-support
https://ach.org.uk/migrant-business-support
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Further 
resources
Click on any of the below links to be 
taken to more information.

Our website

About us 

Business for beginners guide

Our integration services

Training courses

Business support

25

https://www.ach.org.uk
https://www.ach.org.uk/about-us
https://www.ach.org.uk/useful-resources
https://www.ach.org.uk/support-refugees-and-migrants
https://www.ach.org.uk/training-employment-programmes
https://ach.org.uk/migrant-business-support
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