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Paid Work Experience Program in Spain

In these pages you will find a detailed description of the documents you need to hand in to complete your application. To make sure you have everything, please go through this check-list carefully before submitting your application. 

Check-List:

1. [image: image1.jpg]


Application Form + Terms & Conditions complete and signed.  

2. [image: image2.png]


Spanish Test.           

3. CV and Cover Letter, with a photograph, in English and Spanish.
4. Letters of Reference and Work Certificates, if available.

5. 1 actual full size picture + copy of the passport or ID.
6. Payment of Paid Work Experience Program fee of € 420.
7. Payment for the first month of accommodation. 

	
Curriculum Vitae 

PERSONAL DETAILS 

Photo

Name and Surname:
Nationality:
Date of Birth:
Place of Birth:
Address:
Phone:
E-mail:
PROFESSIONAL EXPERICENCE
2002-present

U.S.C. Institute of Research - Alhambra, CA

Research Assistant






-Coded open-ended variables for Alcohol/Tobacco Study.




-Devoloped & implemented organizational scheme for data.




-Assisted in referencing work on academic papers.

2001-2002

Harry’s Plumbing
-Cupertino, CA

Data Entry Specialist

                                       -Entered & verified monthly sales tax records.




-Created visual schematics showing growth based on company data.

2000-2001                     Department of Biology,  University of California, San Diego - La Jolla, CA

Teaching Assistant


                                     -Planned the course curriculum with the professor, instructed students.

EDUCATION 

1999-2002
1998
             B.A. in Psychology, California State University, Long Beach, CA, 
            
             -Concentrations: Research Theory, Biology Studies
            A.A. in Liberal Studies, Crafton Hills College, Yucaipa, CA               

COURSES AND SEMINARS 

2002

                     "Scientific Research", California State University (20h.) 

2001

                     "Bacteriological Techniques", California State University (25h.)
LANGUAGES 

Spanish 

           High Intermediate Level 

German 

           Intermediate Level 

English 

           Mother Tongue 

INFORMATICS 

 Good command of Word, Excel, Outlook, Adobe and Front Page

	Photo


Cover Letter                
Date
Name
Address 

Phone
E-mail
Tips on writing your cover letter
 
Your cover letters should:

Explain why you are sending your curriculum vitae:  
 
Don't make the reader guess what you are asking for; be specific: you are inquiring about a temporary job. 
Tell specifically through which channels your documents are reaching your future employer: 

It is appropriate to mention who is helping you to organize your program.

Convince the reader to look at your resume: 

Your cover letter will be seen first. Therefore, it must be very well written and targeted to your future employer.

Call attention to elements of your background:

Highlight your education, leadership skills, experience; everything that is relevant to the position you are seeking. Be as specific as possible, using examples.

Reflect your attitude: 

Personality, motivation, enthusiasm, and communication skills.
Don’t forget to sign your letter!

	
Application Form

Nombres/Names

Apellido/Surnames

E-mail 

Fecha de nacimiento/Date of Birth

Lugar de Nacimiento/Place of Birth

Nacionalidad/Nationality

Nº de Pasaporte/Passport/ID Number

Domicilio/Home Address
Calle/Street

Código Postal/Zip Code

Ciudad/City

País/Country

Teléfono/Telephone

Fax

Formación/Studies
Universidad/University

Especialización(es)/Specialization(s)

Año de inicio/Start year

Año de graduación/Graduation year

Título/Degree

Suficiencia de Español/Spanish Proficiency
Básico/Basic

Intermedio/Intermediate (communicational)

Intermedio Avanzado/High Intermediate (good writing & speaking skills)

Avanzado/Advanced (high language proficiency and knowledge of grammar)

Cuántos años ha estudiado Español? How many years have you studied Spanish?

Es su nivel de Español suficiente para participar del programa? Is current level of Spanish sufficient to successfully perform a Paid Work Experience Program? 

yes

no

Otros Idiomas/Other Languages

Básico/Basic
Intermedio/Intermediate
Avanzado/Advanced 

Nativo/Native
Inglés/English

Alemán/German

Francés/French

Italiano/Italian

Otro/Other: 

Uso de herramientas de Computación/Computer Skills
Básico/basic
Avanzado/high
Otros Programas (por favor especifique)/Other Programs (please list here)

Word

Excel

Internet

Outlook

Preferencias sobre los puestos de trabajo. Por favor enumere 3 puestos a los que le gustaría aplicar, en orden de preferencia/Job Preferences. Please name 3 positions you would like to get, in order of preference. 
1.

2.

3.



	Por favor describa cualquier experiencia laboral que haya tenido en los puestos antes mencionados:/Please describe any experience you may have in the above mentioned positions: 

Si Ud. Tiene alguna experiencia en turismo, hotelería o alguna otra área relacionada, por favor descríbala brevemente: If you have any experience either in the tourism, hospitality or other related field, please give us a short work description: 

Empresa/Company

Período/Dates

Puesto/Position

Fechas y Duración: Por favor especifique la fecha más temprana y más tardía en la que le gustaría comenzar el programa./Dates & Length: please specify the earliest and latest date in which you would like to start. 
Fecha de comienzo/Start Date

Fecha de Finalización/End Date
Duración del Programa/Program Length 

Localidad/Location

Marbella

Barcelona

Por favor describa sus estudios y títulos alcanzados/Please describe your studies and diplomas achieved: 

Cuáles son sus expectativas sobre el Programa Paid Work Experience en España?/What are your expectations for your Paid Work Experience Program in Spain?

Cuáles son sus proyectos una vez finalizado el programa Paid Work Experience en España?/What are your career plans after finishing your Paid Work Experience Program in Spain? 

Por qué considera, además de su formación profesional, que Ud. se ajusta a este programa?/Why do you think, apart from your professional qualifications, that you fit into this program?

Salud/Health
Goza de buena salud?/Do you have good health?

Fuma?/Do you smoke?

Tiene alguna alergia? Por favor especifique:/Do you have any allergy? Please specify: 

Toma algún medicamento?/Are you taking any medicine?

Tiene alguna enfermedad crónica?/Do you have any chronic illness?

Tus padres/Your parents
Nombre completo de tus padres/Parents full name:

Tel.:

E-mail:

Movil:

PAID WORK EXPERIENCE PROGRAM

TERMS AND CONDITIONS

The applicant/participant hereby confirms to have carefully read the following terms and conditions prior to the start of his/her Paid Work Experience Program, fully understands these terms and conditions and agrees to abide and respect them throughout the length of the program.

Our correspondent reserves all rights to expel any applicant/participant who does not abide the terms and conditions stated in this document at any time during the program. The applicant/participant hereby accepts and agrees that if it is necessary to expel him/her from the Paid Work Experience Program, he/she will have no claims against our correspondent.
APPLICANTS/PARTICIPANTS should:

· Be between 18 and 26 years old or a fulltime student under the age of 30 in Barcelona and between 18 to 35 years old in Marbella 

· Be a EU citizen with a valid EU passport or citizen from Switzerland, Sweden, Norway, Iceland, Malta and Cyprus.

· Have at least an intermediate level of Spanish, and to be committed to improving their Spanish skills through their experience in Spain. They will also need to pass the Spanish language test.

· Have some experience in the hospitality industry

· Be open and respectful towards different cultures, and to be able to live independently while in Spain; 

· Be enthusiastic, motivated, ready to adapt to new situations and environments, responsible, healthy and flexible; 

· Respect the local laws, habits and culture, and to be responsible for the consequences of any misconduct

· Have a good health certificate and full travel insurance including third party liability. We recommend that the participants bring their European Social Health card (E 111).

· Sign the program rules and regulations upon arrival.

· Rent accommodation within the program during the first month in Barcelona and during 3 months in Marbellla 

PROGRAM DURATION
Participants are required to commit to stay with the program for a period of three months.

The participant who wishes to quit his/her job will have to give a written notice to both the employer and our correspondent AT LEAST 21 DAYS IN ADVANCE. Failing to do so will result in losing his/her program deposit.

During high season, our correspondent might consider accepting participants for a period of 8 to 10 weeks in Marbella. However, this will depend on the employer offer and will always be dealt with by our correspondent on a request basis.

After the three months period, participants are free to decide to change jobs and accommodation. However, they are welcome to stay with our organization and continue to benefit from our services. 

PROGRAM/ENROLLMENT FEE
Our correspondent charges a program fee of € 420. A minimum deposit of  € 150 is required to apply. This complete fee should be paid to our correspondent bank account at least 3 weeks prior to arrival, together with €100 down-payment towards the first month accommodation cost. Participants, who will not have paid the program fee and the first month accommodation rental in time prior to arrival, will not be accepted into the program. 

Our Programme Fee includes:

· Processing of the application form and documents

· Spanish level test

· Pick-up and welcome at Marbella Central Bus Station and transfer to the

· accommodation

· Orientation talk, organization and overview of job interview meetings

· Job interviews
· Assistance in obtaining the NIE (Número de Identificación Extranjeros) and

· Social Security Card

· Assistance in opening a bank account

· Access to the lounge and terrace in our Alameda Offices during working hours in Marbella

· Free Internet Access

· Free Post Box Services

· 24 hours emergency phone number

· Participant’s manual

· Work experience certificate 

EMPLOYMENT

Our correspondent is not a signing party to the employment contract between the participant and the employer.

The contractual employment conditions are set by the employer. As such, our correspondent cannot be held responsibility if an employer dismisses a participant for whatever reason and we cannot guarantee that we will then find them a subsequent interview.

The application form that we receive duly and carefully completed by the participant will serve as the presentation letter to employers. We also use the application form to screen the participants prior to their arrival in Spain. Before departure, participants will receive notification of the pre-planned interviews with employers who have shown an interest in them. Therefore, the application form must be a statement of truth, as the job will not be available to participants who have lied, or made untrue claims on their application form.

Under no circumstances are job positions guaranteed. Obtaining a job, depends directly on the participant’s personal motivation, qualities, qualifications, experience, on the market’s employment offer, as well as on the private interview between the participant and the employer.

Even in the case when an employer confirms a job positions (through the job interview notification) this does not constitute a binding contract on their part that the job will be available when the participant arrives. The employer’s commitment is one of good faith only.

Our correspondent cannot be held responsible in the event that none of our co-operating employers accept a certain participant.

We will provide to all participants, as many interviews as necessary until they have been accepted by an employer. Participants who have been offered a job position and who refuse to take the job, will have to wait until our correspondent finds an another  job for him/her. Our correspondent is not responsible for the time that this might take. If after three interviews, a participant has not been employed, our correspondent will evaluate the possibility of offering the participant additional job interviews (this will be treated as a priority). Our correspondent might consider to expel participants who have refused concrete job offers from Employers.

Participants must attend the job interviews dressed in an adequate way, with no piercing, multicoloured hair, overly visible tattoos, or any other inappropriate clothes or accessories. Participants who want to work as waiter or waitress have to bring black trousers or black skirt, white shirts and black shoes. They must always arrive on time for the interview

Participants must comply with their contractual commitments with the employers. Any participant wishing to leave their employment must give at least 21 days termination notice to the Employer, as per Spanish Employment Law. If the participant fails to do so, our correspondent will have the right to expel the participant from the Program and to retain the program deposit..

If for any justifiable reason, a change of employer becomes necessary, participants must contact our correspondent and get approval for changing their job with our support.

Because of seasonal fluctuations within the pattern of the Travel Industry and/or weather conditions, or other factors beyond our correspondent control, some jobs could have uncertain starting dates. (Job at a Beach Bar for instance). The Participant must be able to support himself/herself in Spain until he/she gets his/her first pay check.

THE PROGRAM INTERVIEWS

Our correspondent pre-arranges the job interviews, prior to the departure of the applicant from his/her home country. However this is not always possible, especially during the high season holiday period, when most interviews can only be organised when the participant has arrived in Barcelona or Marbella, 

Pre-arranged interviews may be cancelled, modified or replaced and our correspondent cannot be held responsibility for any changes on  the Job Interview Meetings plans.

ACCOMMODATION

Our correspondent books the Participant’s accommodation for an initial period of one month. 

We require an accommodation reservation deposit of € 100 prior to arrival to destination. This reservation deposit will be deducted from the first month rent, which is payable at arrival.

The Programme-Accommodation Deposit, which is payable at arrival, is refundable at the end of the programme, (however it includes a non-refundable amount of Euro 20 towards the end of stay cleaning of the accommodation) and any damages caused to the apartment will be deducted from this deposit

Please note that all participants accommodated in the same place will be held jointly responsible for damages made to the accommodation and or its belongings.

In Marbella, upon arrival, one set of keys to the apartment will be supplied to each participant. This Key is personal and not transferable to any third party. Participants are not allowed to make copies. Those who lose their key will be charged € 50.

Friends or relatives cannot be invited to stay overnight in the apartment for any period of time without our express consent. Failing to abide by this regulation, will result in Participants losing their Program deposit.

If A Participant wishes to change our correspondent accommodation to another location, they must give us one month notice. The fee for changing accommodation is 100 Euros.

PAYMENTS

Our correspondent charges a program fee of € 420. A minimum deposit of  € 150 is required to apply. This complete fee should be paid to our correspondent bank account at least 3 weeks prior to arrival, together with €100 down-payment towards the first month accommodation cost. At arrival, the participant should pay an accommodation guarantee deposit of €300. Participants who will not have paid the program fee, the program accommodation guarantee deposit  and the first month accommodation rental in time and/or prior to arrival, will not be accepted into the program. 

Subsequently, the rent for the second and the following months of stay, is payable upfront on a monthly basis and must be paid prior to the 7th day of the month for which the rent is due. Rent is payable personally by our participants at our offices. Should they fail to do so, and in the event that we have no choice but to go and collect the rent from them, they will incur an additional charge of 25 Euros

Participants hereby that they will arrange for their bank to pay the rent on or prior to the day it is due by setting up a direct debit from their personal bank account, which will be opened at arrival and with assistance from our correspondent. Upon arrival the Participant will sign a bank debit agreement for payment of the rent on a monthly basis.

LIABILITIES

Our correspondent cannot be held responsible for any costs incurred due to loss of luggage or delays. It is the participant’s duty to inform us of any significant delay to or changes in the participants travel schedule.

Our correspondent is not liable for any loss or damage caused as a result of strikes, war, riots, floods, or any other circumstances beyond our control.

Our correspondent will not be held liable for any expenses or inconveniences caused to any Participant who has been expelled from a course, a job, or the accommodation as a result of unreasonable or unsociable behaviour.

The Participant must indemnify our correspondent and keep our correspondent and the host company  fully and effectively indemnified against any loss or damage to any property, or the injury or death of any person caused by his/her  negligent activities, failure to act, or misconduct.

Our correspondent may terminate the contract if a participant fails to demonstrate reasonable standards of conduct and dismiss such a person from the program and the accommodation without any rights to claims.

Any participant who does not have adequate travel insurance, covering medical care, civil responsibility against third parties and repatriation costs, for the entire length of the programme, is personally responsible for any damages caused or costs incurred as a result for not having contracted such an Insurance. Participants who have misrepresented by confirming they have contracted an Insurance without having done so might be dismiss from the program by our correspondent and, as a consequence, lose their programme accommodation deposit

Our correspondent will not be responsible for medical fees, loss of earnings, repatriation costs and accidents at work  

CANCELLATION
1) A 50% Cancellation Fee of the program /enrolment fee as well as the full € 100 advance payment towards the first month accommodation, will apply if the Applicant cancels up to 15 working days BEFORE ARRIVAL.
2) Prior to arrival, if the applicant cancels BETWEEN 14 working DAYS BEFORE ARRIVAL and up to the third day of arrival included, the full program fee (€ 420) as well as the € 100 accommodation down payment towards the first month accommodation costs will be due to our correspondent. 
3) Any participant who cancels later than the third day after arrival without giving 21 working days written notice will be charged the full program fee as well as the full first month rent and the rental deposit.

Certificate and Signature:

I certify that I am a ………………………… citizen. I also certify that the information provided on his application is true and correct. I accept the General terms and conditions of this program and I accept to accomplish them.

Applicant’s name___________________________________________________________________________________________________________

Signature___________________________________________________ Place and Date _________________________________________________

Passport Number___________________________________________________________________________________________________________
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Associazione EUROMA Viale B. Buozzi 19, A1, int.3

00197 –  ROMA           

C.F : 97393200585 - C.C.I.A.A. ROMA 1121624
Tel : 06.80.69.21.30 Fax 06.80.66.67.85                      

WEB: www.euroma.info e.mail info@euroma.info 


