Notes for Advertising 

Writing an Advert
· Job title –Specify the job title, whether Full/Part-time work and whether a female/male is required (if applicable).
· Area- such as central Edinburgh (optional)
· Job Description (brief). Disabled man/woman, age?
· Hours / Shifts – state if shift work is involved, the number of hours per week and whether full or part time.
· Pay rate – per hour and for sleepovers (if applicable)
· Essential criteria (if applicable) eg driver
· Application details - If you plan to use LCiL’s recruitment service you must include the following:  Visit www.lothiancil.org.uk to download an application pack or call 0131 475 2558  (You could also include our email pajobs@lothiancil.org.uk if you are not limited for space)
· Job Reference – for eg your initials / CU number and your ILO’s initials, e.g. RT-ES
· Closing date - usually 2 - 3 weeks after the advert is placed.
· Remember - let us know if you are using the LCiL recruitment line.  We will need an up-to-date copy of your job description and application form, and the job reference.  Using LCiL recruitment line allows you to remain anonymous as your name, address and phone number are not given out.
Sample advert:
Female Personal Assistant required to assist disabled woman with daily life (central Edinburgh). Part time Shift work. £6.44 per hour £31.55 per Sleepover. Visit www.lothiancil.org.uk to download an application pack or call 0131 475 2558 /email pajobs@lothiancil.org.uk quoting reference CU492.  Closing date 31 October 2007.
Do ask your ILO if you require any support with wording and placing adverts.  
Newspaper Adverts

You can place an advert in the following newspapers.  
Edinburgh 

· The Scotsman 
· The Scotland on Sunday 
· The Edinburgh Evening News 
· The Edinburgh Herald & Post 
To place an advert phone the Recruitment Section of the Scotsman Publications on 0131 620 8848, ask for the recruitment section. 
East Lothian 

· East Lothian Courier – Tel: 01620 822451
· Lothian Times 

· East Lothian News

· Musselburgh News
Tel: 0131 561 6600 (The name of the company is Johnston Newspapers)

West Lothian 
· West Lothian Courier - Tel: 01506 633-544

· West Lothian Herald and Post - Tel: 01506 503-406

· Linlithgow Gazette - Tel: 01506 844-592

Try to keep adverts brief – more details can be explained in the job description.  Also, be aware that box adverts sometimes work out cheaper than a lineage advert. 
Please Note

It is very important to ensure that you are charged at the private individual rate and not the commercial rate.  Let them know that you’re placing an advert for a Personal Assistant which is for an individual not an organisation. 

LCiL Website  www.lothiancil.org.uk 

We have a PA recruitment page on our website. There are an increasing number of applications for PA jobs via this. To place an advert please contact an Independent Living Officer, at LCiL.
Tel/Minicom 
0131 475 2350 or 

Fax 


0131 475 2392 with details of the post

email 

pajobs@lothiancil.org.uk with details of the post.
We can put the application form and job description on the website for people to download directly which can save time and postage.  

Jobcentre Plus / Employer Direct (formally Job Centres)

Adverts can be placed with job centres. Placing adverts is now via a central agency rather than the local job centre.  This service has the advantage of targeting people out of work and actively seeking work. However because people are expected to apply for jobs as part of their entitlement to benefit there are sometimes people who do not follow up on their application.
Phone 0845 601 2001 Textphone 0845 601 2002

Website http://www.jobcentreplus.gov.uk 

Student Employment services

Students are often looking for part-time work while at college or University. This can be a useful pool of workers for part-time flexible working situations. Most student employment services will not advertise posts of more than 15 hours work per week. 

Napier 

Careers Vacancies

Tel: 0131 455 6330

Fax: 0131 455 6339

Email:  careers@napier.ac.uk  

Edinburgh University 

Contact SAGE (Student Employment and Graduate Employment)
Tel: 0131 650 6688

Fax: 0131 650 4479

Email: SAGE@ed.ac.uk
Edinburgh College of Art

Contact Student services

Tel: 0131 221 6023 

Fax: 0131 221 6102
Email: ss@eca.ac.uk
Stevenson 

Contact Student Advice Service 

Tel: 0131 535 4700
Fax: 0131 535 4708

Email: info@stevenson.ac.uk
Jewell & Esk 
Contact Student Services 

Tel: 0131 654 5295  
Email: aclugsto@jevc.ac.uk 
Heriot Watt 
(Students are directed to LCiL website.)
Email: JOBSHOP@hw.ac.uk
Telford
Tel: 0131 559 4225 for more information.

Queen Margaret University College

Email:JobShop@qmu.ac.uk
Free Ads websites

These websites will allow you to place adverts for free

www.edinburgh.freeexchange.co.uk
www.edinburgh.vivastreet.co.uk
Gumtree www.edinburgh.gumtree.com
Gumtree charge £25 to place an advert on their website. The process for placing an advert is:

Once on website home page, click on ‘Post an Ad’, on the next page, click on ‘Jobs’, click on your chosen category of jobs, then fill in the boxes with the details of your advert and your contact details (for Gumtree) you will then be asked to pay by entering your debit card details.

As LCiL is unable to make payment on your behalf, you would need to place an advert with Gumtree yourself.

PA Pool www.papool.co.uk 
A PA user decided to try and make the process of recruitment easier and more cost effective for disabled people by setting up a website dedicated to PA Users looking to employ and PA's looking for work. PA Pool was lanched in June 2007 and currently supports over 1800 members based all over the UK. Although it appears a limited number of PA’s and PA users appear to be using it in Scotland at present.
Checklist
If you are placing an advert and wish to use LCiL’s recruitment service to handle requests for application packs you will need to do the following:

· Make sure you have included all the information relevant to you from the ‘writing an advert’ section of this document.  

· Let us check over the advert before you post it.

· Make sure you include all the relevant contact details including our website www.lothiancil.org.uk and recruitment line number 0131 475 2558.

· Let us know where the advert has been placed.
· Let us know when the advert is going to be placed.

· Let us know what the closing date is.
· Make sure we have the most recent job description and application form.
NB: LCiL are not in a position to recommend any websites / newspapers to advertise with.  
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