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RESOURCE: HELPING YOU SOURCE YOUR OWN INDUSTRY PLACEMENT – QUICK GUIDE!
FINDING YOUR OWN INDUSTRY PLACEMENT
Sometimes, you might want to take the lead in finding your own industry placement – for example, if you already have contacts in a local business, or you’re passionate about working in a particular area.
Your school or college must help you every step of the way, showing you how to research employers, make contact professionally, and prepare for interviews.
This quick guide gives you 7 simple steps to follow to help you take the lead…

STEP 1 – Research employers
Your school or college can show you how to:
· Research employers in your chosen industry or local area
· Set up email alerts or follow organisations on LinkedIn, Indeed or other sites
· Use tools safely and professionally when contacting employers online
· Check that an employer’s work is genuinely relevant to your T Level course
Think about:
· What types of work link to your course or future career goals
· How far you can travel and what hours you can do
· Whether the business seems like a safe, inclusive and supportive environment

STEP 2 – Writing your CV and cover letter
You will probably need to provide a CV and cover letter as part of your placement search or the employer’s recruitment process.
Your school or college will help you to:
· structure your CV (no more than two pages)
· highlight your achievements and transferable skills
· write a focused template cover letter that you can adapt for different organisations
Useful resources
· National Careers Service – CV and cover letter guide
· BBC Bitesize: CV advice
· Accenture Skills to Succeed Academy
STEP 3 – Contacting employers
When you’ve found an organisation that interests you and you have a ready to send CV, your school or college will support you to write a speculative email (or adapt your template cover letter) to introduce yourself and explain why you’d like to work for that organisation.
Tips for first contact
· Keep your message short, polite and clear
· Explain that you’re studying for a T Level and looking for an industry placement related to your course
· Say what you’re interested in learning “on-the-job”, and why their organisation appeals to you
· End with your contact details and thank them for their time
· Always copy your tutor or workplace coordinator into the email, so they can follow up if needed

STEP 4 – Prepare for interview
Some employers will want to meet you before confirming your placement. Your school or college will help you practise interview questions and build your confidence.
Interview tips
· Know yourself: be ready to talk about your achievements, skills, and what you hope to learn
· Know them: research the organisation, their services, and their values
· Be prepared: plan your route, arrive early, and dress appropriately
· Be professional: make eye contact, listen carefully, and thank them for their time
· Ask questions: show curiosity and enthusiasm about the work
· Reflect afterwards: ask for feedback, even if you don’t get the role
Useful resources
· National Careers Service – interview advice
· Barclays LifeSkills practice interview tool
· Bright Knowledge – common job interview questions

Using AI to support your search?
AI tools can help you prepare more confidently – but they should support your ideas, not replace them.
Ways AI can help:
· Researching employers: 
Ask AI tools to suggest local businesses that match your course area (e.g. “find companies within 10 miles of [town] offering electrical installation services”).
· Improving your cover letter: 
You can paste your cover letter into AI with details about the business and why you want to work there. Ask for tips on tone or grammar – but keep it personal and in your own words, so it sounds sincere and shows you’ve taken time to learn about the employer.
· Practising interviews: 
You can ask AI to generate example questions for a job or industry placement and rehearse your answers aloud.
· Reflecting on your strengths: 
Use AI to help identify transferable skills or describe experiences clearly.
Remember:
Always double-check information you find online. Never share personal data or contact employers using AI-generated text without reviewing it carefully yourself.

STEP 5 – Confirming your placement
Once you’ve found a placement opportunity, your school or college will:
· check that the role matches your T Level learning goals
· carry out all the necessary health and safety and safeguarding checks
· confirm the hours and start date
· help you sign an industry placement agreement
Never start a placement without your school or college’s approval.

STEP 6 – Keep your school or college updated
Let your tutor or industry placement officer know:
· which employers you’ve contacted
· what responses you’ve had
· when you’re invited to interviews or site visits
They’ll guide you through next steps and handle all checks before the placement begins.

STEP 7 – After you’ve secured your placement
When everything is confirmed:
· Your school or college will give you the induction and safeguarding details
· You’ll receive an industry placement agreement setting out your learning goals, schedule, and responsibilities
· You’ll have regular review meetings to track progress and get feedback from your employer
After your placement ends, remember to thank your employer and update your CV or LinkedIn profile with what you achieved.
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