
The Glasgow School of Art Careers Service                                                                          Update 2018/19 
 

  

1.Start your part time job search. 
Start your part time job search, by considering what work you would actually like to do. This is very important 
as it will help you to clarify and narrow down your options and support you to find employment in a job that 
you are genuinely interested in. Consider your current experience, your skills and motivation, what you can 
bring to a role and what you image yourself doing.  
 
It is important to be realistic at this stage. Most GSA students would like to find part time work that is related 
to their studies. These roles are highly sought after, have very competitive entry and often may not be 
sustainable in terms of available hours and frequency. If you are interested in looking for part time work in the 
creative sector, bear in mind that it may take you longer to secure a paid position, many roles are voluntary or 
offered on a zero hours’ contract.  These roles are usually found in the hidden job market, where building 
relationships and networks with creative sector organisations beforehand can be a helpful starting point to 
securing employment in the future. (See further on in this handout for details regarding the Glasgow Creative 
sector) 
 
The majority of GSA students find work within service, retail and hospitality sectors.  These sectors are 
favoured by GSA students as they tend to be the most flexible in term of working hours, availability and 
location.  On average, GSA students will balance their studies with 10- 20 hours a week work during term time.  

 

2.Get your preparation right 
UK employers will expect a targeted CV or a completed application form as part of their recruitment process.  
Reflect on your skills, practice and experience to-date. Record and capture as much detail about your 
experiences as you can.  Poor CV’s or applications will stand out and will be vulnerable to rejection at an early 
stage of the recruitment. The Glasgow job market is competitive and employers won’t take the time to read a 
CV or application that doesn’t match their needs.  
 

 A targeted CV is a written document, usually between 1-2 pages long, that details your current 
experience and skills and demonstrates to the employer that you have the ability to undertake the job 
on offer.    Your CV should be targeted to each opportunity that you apply to. Avoid having a ‘one CV’ 
fits all approach to applying to jobs.  

 

 An application form is a formal document devised by the employer that captures a job candidate’s; 
education and employment history, skills and practice in a consistent format.  

 
If you are unsure about writing a targeted CV or application for the UK job market? Find further advice and 
guidance on the Enterprise Studio: GSA Careers service: Opportunities pages on GSA’s CANVAS Or contact the 
GSA Careers service careers@gsa.ac.uk   

  
3.How do I find work in Glasgow?  
The UK job market is a mixture of visible and hidden job markets. The visible job market is advertised job 
vacancies located in; online jobsites, recruitment agencies, careers services, job centres, employment 
newspapers and magazines.  The hidden job market is found through speculative applications, referral and 
networks.  
 
Search online using employment website: Online recruitment is one of the fastest ways to locate part time 
work. The most popular websites are:  
www.s1jobs.com       www.indeed.com   www.scottishhospitalityjobs.com 
www.reed.co.uk    www.totaljobs.com  www.scotcareers.co.uk 
 www.jobsite.co.uk   www.jobs.monster.co.uk    www.myjobscotland.gov.uk 
www.adzuna.co.uk/jobs  www.fish4.co.uk   http://www.caterer.com 
www.ukparttimejobs.co.uk         www.parttimevacancies.com 
www.findparttimejobs.com www.jobseekers.direct.gov.uk     
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Like all online activity, job hunting carries certain risks which you need to be aware of and take precautions 
against, in order to stay safe.  
 
What are the  Risks to watch out for? 
- Fictitious job posts leading to fraud or identity theft. 
- Phishing emails enticing you to visit fraudulent websites. 
- Premium rate telephone scams tricking people into believing it's a job interview. 
- Fraudulent work at home schemes where you are not reimbursed for work done, or liable for expenses 
incurred such as postage and phone calls. 
- Being tricked into paying money up front in exchange for the possibility of employment. 
- Being tricked into paying money up front for non-existent DBS (Disclosure and Barring Service) police checks 
or other security checks. 
- CV writing scams where you are asked to pay to improve your CV in order to get a job. 
- Unwitting participation in criminal activity. 
- Divulging personal or financial information in online application forms and profiles. 
- Divulging personal or financial information on your CV. 
- Criminals hacking into your account. 
- Unwittingly notifying your current employer that you are looking for a new job. 
- Your personal safety being compromised by bogus potential employers. 
- Exposure to viruses and spyware. 
  
Privacy 
 Maintain privacy and avoid identity theft or fraud. Prevent Identity Theft by:  
 

 Safe Job Site Registration: When registering on a job site, first ensure that the site is reputable and 
has a physical address and landline phone number. Most job sites offer flexibility regarding whether 
you keep your profile ‘public’, ‘confidential’ or ‘private’ (non-searchable). Reputable sites will explain 
the difference, and you should choose the option most suitable for you.  

 

 Never divulge private information such as your National Insurance number, driver's licence number, 
bank account information, credit card information, passport number or date of birth. Select and use a 
safe password and never reveal it to anybody. 

 

 Safe CVs: Never divulge private information such as your National Insurance number, driver's licence 
number, bank account information, credit card information, passport number or date of birth. 

 
Avoiding Scams  
 

 Avoiding Money Laundering: Some money laundering activities are perpetrated via criminals using 
other people’s personal bank accounts to move stolen money. Never divulge personal bank account 
details until you have been successful in your application, and are satisfied that your employer is 
legitimate. 

 

 Avoiding Scams If you receive an email claiming to be from a potential employer who has seen your 
CV on a job site, take care when clicking on links and ensure they go to a legitimate job posting. 
 

 Work at Home Schemes:Work at home schemes are a favourite vehicle for fraudsters. Be particularly 
wary of envelope-stuffing, assembly work and medical billing or claims processing work. Legitimate 
work-at-home employers should be willing and able to answer a variety of questions about their 
programmes. Here are some questions to ask: 

 What tasks your will have to perform (ask the potential employer to list every step of the 
job). 

 Whether you will be paid a salary, or your pay be based on commission. 

 Who you will be paid by. 

 When you will receive your first payment. 
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Check any suspicious situation with SAFERjobs (www.safer-jobs.com ) who offer a free advisory service. 
 
Also sign up to the GSA Career service twitter feed (@gsacareers) and Facebook page 
facebook.com/GSACareerservice and TARGET JOBS https://targetjobs.co.uk   All links to the GSA Careers 
Service can be found on the Enterprise Studio; GSA Careers Service: Opportunities on the GSA CANVAS 
platform.  
 

Apply Directly on Employers websites: Below is a selection of local companies and organisations that 

advertise vacancies online using their websites: 
Retail/High St 

 Marks & Spencer: http://careers.marksandspencer.com/careers-at-m-and-s/in-store  

 DSG International: https://careers.dixonscarphone.com/  

 Sports direct: http://www.sportsdirect.com/Careers 

 Argos:  http://argos.careers/  

 Boots:  http://www.boots.jobs/  

 WH Smith:  http://www.whsmithcareers.co.uk  

 Next:  http://careers.next.co.uk/retail/index.aspx 

 Dunelm Mill: http://www.dunelmcareers.com/ 

 Arcadia Group: https://www.arcadiagroup.co.uk/careers 

 John Lewis Partnership: http://www.jlpjobs.com/  

 TKMAXX: http://www.tkmaxx.com/content/ebiz/tkmaxx/resources/careers/index.html  

 House of Fraser: http://careers.houseoffraser.co.uk/  

 H&M: http://career.hm.com/content/hmcareer/en_gb/findjob.html  

 Debenhams: http://www.debenhams-careers.com/  

 Oasis: http://www.oasis-stores.com/gb/join-us/jobs-landing.html  

 Signet: https://www.signetjobs.co.uk/  

 Schuh: http://www.schuh.co.uk/careers/vacancies.aspx  
 

Larger Supermarkets 

 Sainsburys: https://sainsburys.jobs/  

 Asda:  https://www.asda.jobs/  

 Tesco:  http://www.tesco-careers.com/  

 Aldi: http://www.aldirecruitment.co.uk  

 Lidl: http://careers.lidl.co.uk/cps/rde/career_lidl_uk/hs.xsl/index.htm  

 Morrisons: http://www.morrisons.jobs/  

 Iceland: http://jobs.iceland.co.uk/  

 Farmfoods: http://www.farmfoods.co.uk/index.php?p=vacancies&c=S  
 

Hospitality & Entertainment  

 McDonalds:  http://www.mcdonalds.co.uk/career/crew-page/crew-page.shtml  

 Burger King:  http://www.bkcareers.co.uk/crew.aspx  

 Cineworld: https://www.cineworld.co.uk/static/en/uk/careers 

 Apex Hotels: http://www.apexhotels.co.uk/en/careers/current-vacancies  

 Mitchells & Butlers: http://www.mbplc.com/careers  

 Orchid Group: http://www.orchidgroup.co.uk  

 Marriott: http://www.marriott.com/careers/default.mi?stop_mobi=yes 

 Hilton: http://jobs.hiltonworldwide.com/en/?cntry=united-kingdom 

 Accor: https://jobs.accor.com/Home.aspx  

 Jupiter Hotels: http://www.jupiterhotels.co.uk/careers.html  

 McMillian Hotels: http://www.mcmillanhotels.co.uk/hotels/careers20with20mcmillan20hotels  

 Living Ventures: http://recruitment.livingventures.com/  

 Crown Plaza Hotels: http://careers.ihg.com/our-brands/crowne-plaza  
 

Use your Language skills 
 Teleperformance: http://www.teleperformance.com/en-us/  
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 Pexel: http://www.pexel.co.uk/  

 
Think local: Most employers will advertise vacancies in local newspapers and venues. Check specific 

recruitment papers (available in most newsagents) and shop windows, as sometimes employers will place a 
vacancy card in their window to recruit new staff quickly.  Glasgow based papers include: Daily Record 
http://www.dailyrecord.co.uk/ , The Metro: http://www.metro.co.uk, The Evening Times: 
http://www.eveningtimes.co.uk/ and The Herald: http://www.heraldscotland.com/   

 

Register with Recruitment Agencies: Recruitment agencies tend to specialise in certain types of work and 

can offer both permanent and temporary opportunities.  Register with agencies that offer the kinds of jobs 
that you are interested in. Agency central:  http://www.agencycentral.co.uk  is a directory of recruitment 
agencies that will help you to locate specialist agencies.  Glasgow based agencies include:  
 

 Stafffinders: http://www.stafffinders.co.uk/ 

 Hays: http://www.hays.co.uk/ 

 Office Angels: http://www.office-angels.com/  

 Brightwork: http://www.brightwork.co.uk/  

 

The Recruitment and Employment Confederation is the professional body that represents the recruitment 
industry. Many good agencies will be affiliated to the REC and will work to their code of practice. For a list of 
members see: http://www.rec.uk.com. Register to more than one recruitment agency to maximise your 
chances and make sure that they are; Keen to match you to jobs that are relevant to your career goals and 
don’t pressurise you into work that is not suitable to your career aims. Also avoid agencies that charge you a 
fee for matching to an employer, it should not cost you anything to register with a recruitment agency.  Finally, 
be proactive and keep in touch with your agency to ensure that your name is first when jobs become available.  
 

Use social media, mobile phone apps and online websites: Social media is increasingly being used by 

employers to share job vacancies and advertise opportunities. Most major employers will have a Facebook or 
twitter feed that you can like/ follow and be regularly updated on vacancies. Twitter based job search sites, 
such as http://www.twitjobseek.com/ and mobile phone apps (Jobsite, Fish4jobs, monsterjobs) that you can 
download for free that will constantly update you with new vacancies. 
 
Make speculative approaches: You can apply speculatively to UK employers even if they don’t have any 

jobs advertised. Find Glasgow based employers through online directories such as https://www.yell.com/ or 
http://www.ukphonebook.com/. Approach employers via; email, telephone or post. Remember to research 
the employer well, have a targeted CV ready, a clear idea about what type of work you would like to do as well 
as an understanding of why you would like a job with that particular company.   

 

Seek opportunities within the GSA School and Campus: There are some part time roles for students available 
within the School. For example, the library recruits book shelving assistants and the exhibitions team recruit 
exhibition invigilators throughout the academic year.   These positions are highly sought after and the 
opportunities are, in general, not regular in terms of hours.  Contact the relevant department early in the 
academic year to register your interest.  There are also opportunities for students to help the Marketing 
Department- again these opportunities tend not to be regular.  The GSA Careers service will advertise these 
opportunities via email and on the GSA Careers service social media platforms.  
 

Use your network: Not all vacancies are advertised; this is often referred to as the ‘hidden’ job market, and 

is especially prevalent within the creative sector.  Networking and volunteering can often help you find paid 
work in the creative sector. Top tips for starting your network are; 
 

 Sign-up to sector newsletters and attend networking events as much as possible. Enewsletters that 
are particularly useful are; Creative Scotland http://opportunities.creativescotland.com/, Fife Arts and 
Contemporary Artists http://www.fcac.co.uk/. The Drum http://www.thedrum.co.uk/ and Dezeen 
http://www.dezeen.com/are useful  resources. 
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 Trongate 103 is a good place to start building knowledge of the creative organisations within the city. 
https://peoplemakeglasgow.com/things-to-do/museums-galleries/trongate-103  

 Ask your peers on course, tutors and flatmates for help too.   
 

What can I earn?  
The National Minimum Wage: In the UK there are laws regarding minimum wage. Make sure your 

employer pays you the relevant rate of pay for your age. A Living wage was introduced in April 2016 and 
guarantees a minimum wage per hour for workers over the age of 25yrs.  Further details: 
http://www.direct.gov.uk/en/employment/employees/thenationalminimumwage/dg_10027201 

 

Paying tax: If you earn under £11,850 within a tax year (April – April) you will not pay tax (normally students 

fall within this bracket) this is call your personal allowance. If you are employed, your employer will normally 
operate under a pay as you earn (PAYE) tax system and pay your tax contribution on your behalf through your 
wages.  

 HMRC website: https://www.gov.uk/income-tax-rates/current-rates-and-allowances . 

 Paying Tax as a student: https://www.gov.uk/student-jobs-paying-tax  
 

What are my rights as a part time worker? Employment statutory rights mean that as a part time 

employee you are will receive the same rights as full time employees. Further information about your rights at 
work:  

 HMRC: http://www.hmrc.gov.uk/working/intro/casual.htm  

 Worksmart: http://www.worksmart.org.uk  

 Citizen Advice: http://www.citizensadvice.org.uk/ 

 UK Government Part Time Workers Right: https://www.gov.uk/part-time-worker-rights  
 

Zero Hour Contracts: Sometimes employers will offer employees a ‘Zero Hour Contract’.  A zero-hour 

contract is a  contract  of  employment used in the  UK,  which while meeting the terms of the Employment 
Rights Act 1996,  by providing a written statement of the terms and conditions of employment , contains 
provisions which create an ‘on call’ arrangement between employer and employee. It does not oblige the 
employer to provide work for the employee, nor does it oblige the employee to accept the work offered.   This 
type of contract offers flexibility for students who cannot work set hours however, for those students who are 
looking for a reliable source of regular work and income this type of contract might not be suitable.  If you are 
international student and you are offered a zero hours’ contract, please be clear that you have restrictions on 
the amount of hours that you can work too.  
 

I am an international student what do I need to know? 
Permission to work: Check your passport for the immigration permission. This will detail how many hours you 
are permitted to work in the UK (which is usually 20 hours a week during term time) and any restrictions you 
may have.  If you have student immigration permission that allows you to work in the UK during your studies 
you can work in most kinds of roles, except: 

*You cannot be self-employed.                                                                                                                                                                                        
*You cannot be employed as a professional sportsperson or sports coach.                                                                               
*You cannot be employed as an entertainer.                                                                                                                          
*You cannot take a permanent full time job.  

For further details on working in the UK and your visa see UKCISA website: http://www.ukcisa.org.uk   or 
contact the GSA Welfare Adviser at welfare@gsa.ac.uk  0141 353 4787 
 

National Insurance number (NINo) advice for EU & International students: Everyone who works in the 

UK is required to have a National Insurance Number (NINo).  The NINo is a unique personal number which is 
used to record your National Insurance contributions (This pays for the UK social security services). You can 
apply for your NINo before receiving a job offer.  Gaining your National Insurance Number is free and your 
NINo number is yours for life.    
 
To Apply for a NINo see the HMRC website: http://www.hmrc.gov.uk  or National Insurance number 
application line Monday to Friday, 8am to 6pm. 
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 Telephone: 0345 600 0643 

 Textphone: 0345 600 0644 
 
You may need to attend an ‘Evidence of Identity’ interview. If you are asked to attend an evidence of identity 
interview, you will be required to prove your identity with original documents such as: 

 Valid passport or National identity card.                                                                                                                                                   

 Residence permit or residence card including biometric immigration residency documents (if you have 
one)                              

 Full birth certificate.                                                                                                                                                       

 Driving licence. 
 
National Insurance Number is free to obtain, always check that you are on the GOV.UK website. Consult your 
GSA Careers adviser careers@gsa.ac.uk or Welfare adviser welfare@gsa.ac.uk  for further advice. 

  

Should I disclose my disability to my part time employer?   Disclosing a disability at the application 

stage of recruitment is a personal choice, see the Disability Rights UK factsheet for further details: 
https://www.disabilityrightsuk.org/telling-people-you%E2%80%99re-disabled-clear-and-easy-guide-students  

 
If you do choose to disclose your disability within your application or CV focus on positive disclosure and 
highlight skills, learning or practice that is useful for the role on offer.  Remember that not declaring a disability 
on an application can lead to problems in the future if there is an employment tribunal. An employer cannot 
be expected to make reasonable adjustments if they do not know that you have a disability. Find out more 
about your rights;  

 Disability Rights UK: https://www.disabilityrightsuk.org/  

 Equality Act 2010: http://www.legislation.gov.uk/ukpga/2010/15/contents?  

                                      
Use all the advice and support available to you:  The GSA Careers Service is here to help you with all your 
career needs. You can use the service at any point of your studies  If you are unsure about any aspect of 
your career such as CV, applications or career planning, please seek further  advice at;  careers@gsa.ac.uk  
0141 353 4482  and drop into career workshops details found on: Careers, Employability and Enterprise pages: 
GSA Careers service; Opportunities on GSA CANVAS. 
 

Finding Part Time Work Check list 
Part time work roles I am interested in are:  

1. 
2. 
3. 

 
I have a developed a target CV for these roles  Yes           No 
Answered no?   
Check the GSA Career service Facebook events page or the GSA Canvas calendar for the next CV BOOTCAMP 
session.  
My Top List of Employers are:  

1. Employer:  
Website:  
Deadline for application:      Sent application  
 

2. Employer:  
Website:  
Deadline for application:      Sent application 

 
3. Employer:  

Website:  
Deadline for application:      Sent application 
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