Talent Bank FAQ – For Students and Managers
What is Talent Bank?

Talent Bank is scheme designed to provide University of Westminster students with paid, part-time work in University departments. It is also a scheme through which University of Westminster departments can quickly appoint staff to fill part-time vacancies both casual/ad-hoc and longer-term roles. The scheme is designed to be reciprocal, providing students with the opportunity to ‘earn while they learn’ and develop their skills/experience yet also provide an efficient means for departments to fulfil their staffing requirements.
How does it work?
In order to register and be considered for a variety of job vacancies within the university please complete the short application form and submit your CV to the Talent Bank.

From there it’s a simple process -

1) We’ll hold your details and contact you immediately should your skills and attributes match the specific requirements of any upcoming job vacancy. The number, type and duration of vacancy will depend on departmental staff needs which could change at any time.

2) Once you have shown interest in a particular vacancy, we will reconfirm your interest and availability and refer your application to the relevant department.

3) The relevant department will then select candidates to interview.

4) The relevant department will make offers and appointments to the successful candidates(s)

Types of vacancies may include reprographics assistants, clearing enquiries service team members, library shelvers and general administration assistants- even software developers! Once registered, you may be lucky enough to work in a variety of temporary positions covering a broad spectrum of work.

When and how do I get paid?
You will be paid either £6, £9 or £12 per hour depending on the complexity of the job you are undertaking. We will always notify you of each position’s salary before you apply. You will be paid by BACS transfer direct to your bank account through the University’s payroll system. Wages are paid on the 22nd of each month although please be aware that, if you are beginning work during the middle/end of a calendar month it may not be possible to add your details to the payroll system in time for you to be paid during that month’s payroll run. In this event you will receive payment during the next month’s run.
What skills and experience will I need?

The specific skills and experience required will vary for each position.

Demonstrable experience in retail, customer service, web development,

IT or financial applications would be advantageous, as well as previous

experience within any of the University’s departments.

General desirable skills include-

• Previous customer service experience;

• Good typing skills;

• Strong computer literacy;

• Excellent communication skills including good telephone skills and listening skills;

• Strong attention to detail;

• Self motivation;

• Mature attitude and strong work ethic;

• Solid commitment;

• Flexibility, reliability;

• Adaptability, punctuality;

• Flexibility;

• Reliability;

• Adaptability;

• Punctuality.
How do I apply?

Recruitment is currently closed for the 2010/2011 academic year. We will be opening recruitment at the start of the 2011/2012 academic year. Once recruitment is open once again you will be able to download an application form from the Career Development Centre website.
Who can use the Talent Bank?

All University of Westminster departments can request a Talent Bank student to complete any part-time (less than 20 hours per week during term time) role. Outside of term time students are permitted to work up to 35 hours per week under the University’s Student Employment Policy. Some students may be restricted in the amount of hours they can work outside of term time by the conditions of their visa. It is the responsibility of the recruiting manager to ensure that any student they appoint has the legal right to work. The payment of Talent Bank students must be approved by your departmental budget holder before submitting a staffing request to us.
How much does it cost?

It is completely free to recruit through the Talent Bank. Students can be paid either £6, £9 or £12 per hour depending on the complexity of the task and/or the skills required to successfully complete it. For more details please refer to the student employment policy.
How can I get a Talent Bank student to work in my department?

· To request a Talent Bank student please call Matthew Norcott on X66109 or email m.norcott@westminster.ac.uk. 
· We will then ask you to fill out a short form providing information about your department and the job description/person specification of the role. 
· Using this information we can provide you with a short-list of suitable and interested candidates. 
· Should you wish to interview and appoint yourself we are happy to act as intermediaries in this process or, should you be happy to appoint on our recommendation, we can simply provide you with the student(s) we feel are best suited to the role. 
· After a student has been appointed we will supply you with a student recruitment form which should be completed by the student and their new manager then passed to HR. This will ensure that the student is correctly set up on payroll etc.
How long will the process take?

This is largely dependant on the complexity of the role. For simple roles such as envelope stuffing we can supply you with students within 48 hours of receiving your staffing request, in many cases less. For more complicated positions where a formal interview process is required the process will clearly take longer. In all cases we will do our utmost to work to your timescales and deadlines. Our Talent Bank students are eager for work throughout the year and there is rarely any shortage of interest when roles become available.
Who are the Talent Bank students? What can they do?

The Talent Bank is made up from students who represent a broad cross-section of the University of Westminster student population: from Year 1 Undergraduates to Post-Graduate Research students, MAD students to aspiring Lawyers. All have passed a rigorous selection process and have a broad range of abilities including IT skills, administrative and reception experience, financial and accountancy skills and highly developed language skills. We hope that, by including such a wide breadth of experience and skills on the Talent Bank we will always be able to provide you with exactly the person you are looking for!
Who can I talk to about Talent Bank?
If you have any questions about the Talent Bank please do not hesitate to contact Matthew Norcott at the Career Development Centre at Cavendish House (email: m.norcott@westminster.ac.uk, Ext 66109).
