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Replying to a Job Advert 
 
 
Many job seekers worry about applying for an advertised position, not knowing what to say 
or what to ask. At the same time, the employer is concerned with providing enough 
information about the prospective employee’s expected roles and responsibilities, although, 
the details specified in a job advert are not generally considered to be legally binding.  
 
The job advert specifications may only carry legal weight or be considered at an 
employment tribunal under two conditions; the employer fails to provide an employment 
contract OR a more detailed job description. Currently, any employer is legally required to 
provide all employees with their written statement of employment particulars within two 
calendar months of their start date. On this basis then the job advert will carry limited legal 
weight. Every contract contains an implied term that the employee will be reasonably 
adaptable, which of itself is normally sufficient to cover minor changes in duties or manner 
of working.  
 
You should be aware that Job adverts are there to create interest in a post and a good job 
advert needn’t be extremely detailed, particularly if concerning entry-level positions. Having 
said that, a good job advert should have an outline of the skills and experience required for 
the advertised position and a brief but concise overview of the role and responsibilities.  
 
As the main advertising platform for archaeological jobs in the UK, BAJR always endeavours 
to ensure that every advert is accompanied by a minimum necessary requirements; 
including a clear definition of the position offered, be it  temporary or permanent, and the 
place of work. Salary or salary range1 and other relevant details are also normally included 
as per standard.  
 
However, irrespective of these measures, it is always prudent asking a number of relevant 
questions (see table below) before committing to any position and certainly BEFORE signing 
any contract! 
 

Job Title/Role  

The job title can often be misleading and varies between companies–whereby one 
person’s Senior Archaeologist is another’s Project Officer or even Supervisor.    
• Ask for detailed Job description? 

• What are the day-to-day responsibilities of the position? 

• What is the Project you will be working on, the type site, the duration of contract or working 
hours (if applicable)? 

• If it is a training role - ask for full details of the training programme, whether the training is 
accredited and how and when they will progress to a substantive role and on what salary. 

•  

 
1 Note; where the renumeration is not included as part of the advert, this is always pre-approved with BAJR 

and fits within BAJR rates   



 
 

Salary 

What you see on the advert may not always be what you are eventually offered (citing 
experience or a range where you must start at the base level, OR you may even find your 
hours are less than the initially specified 37.5 hours pw).  Don’t be afraid to ask 
straightforward questions and if you have – for example -  4 years of experience as a field 
archaeologist, then you could ask to be considered for a higher rate.  
• Ask for your Rate? 

• Ask what criteria has to be fulfilled in order to advance up the salary level? 
 
 

Benefits 

 Often Benefits are listed in detail, however, are you actually eligible? Frequently, many 
benefits only come into an effect after 3 or 6 months of employment– useful if you are 
retained by the company (or offered a permanent position), but of no real value if you are 
only on a short-term contract. Knowing this is particularly useful, in cases where your 
decision to take up a position is greatly influenced by the advertised benefits. However, 
even if you are retained, make sure this is an EXTENSION TO YOUR CONTRACT and not a 
NEW CONTRACT – otherwise you find that the previous time does not count.  A new 
contract can only be created if there is a break of 8 full days, ending on a Saturday.. 
https://www.gov.uk/continuous-employment-what-it-is    
• Ask what benefits are available from day 1 of your employment? 

• Confirm that contract extensions are considered as a single employment record and that there is 
NO  8 day gap between these contracts? 

• What are the sick pay arrangements? 

 
 

Are there opportunities for professional development?   

This is a key question to ask if you’re wanting to see whether you can have a longer term 
future with the company, or not.   
• What training programs are available to you?  

• Are there opportunities for advancement or professional development? 

• What level of CIfA membership contribution is offered as part of the job? 

 
 

Working away from home 

Remember that any accommodation and/or subs can be subject to tax (this is beyond the 
control of the company) and often accommodation is only offered on jobs “AWAY from 
HOME”, with “HOME” meaning the company base (not your home). You should always ask 
about this, even if the job description says accommodation provided; never assume! 
• What Accommodation is offered (is it shared, flat, caravan etc)?  

• Is it 5 night or full week and are there any associated charges? 

• What Subsistence rate is offered per working day? 
 
 

https://www.gov.uk/continuous-employment-what-it-is?fbclid=IwAR2WCcWrVvNoaadCcpa7CtKRLW0csUVseHGy-7d9SsK11Rm8NuXd-YocKYM


 
 
 
 

Driving requirements 

This is one of the most contentious and frequent issues within archaeological employment 
and what is normally an everyday part of your life (if you have a driving licence of course) 
can become an extremely stressful exercise as part of the job. You should know, however, 
that driving licence is one of the key requirements for archaeology jobs, certainly for many 
commercial posts. However, getting paid for your time driving to and from the site, 
especially where you carry fellow passengers, and/or above your specified working hours 
is not always the case and is very much dependent on specific companies! 
• Is a driving licence actually required or merely desired?  

• Can you fulfil your role without a driving licence? 

• Will you be paid as a driver if expect to drive other staff in company vehicles? 

• What is considered reasonable travelling time for both drivers and passengers (before 
accommodation is considered), and at what point is the time spent as a driver or a passenger (for 
that matter) paid? 

 

Other considerations 

There are a host of other questions you can ask that will ensure that you know exactly 
what you are getting into and how you will be treated – these are some additional 
questions to consider 
• What notice period is required in this employment?  Both you wishing to leave or them letting 

you go. 

• Do they recognise a union?  If so – which one?  This can be a telling factor regarding how a 
company views its workforce.    

• If there is no union, is their a Staff Forum, where issues and/or suggestions can be raised? 
• Will the employer consider gender-sharing roles and flexible working arrangements.   

•  

 
 

Find out how your CV and application match the advertised position 

Don’t be afraid to ask if there is anything in your CV or application that makes the employer 
feel that you could improve to better meet the role advertised. This question displays that 
you are committed to understanding your prospects as a candidate and it will also allow 
you an opportunity to respond to any potential concerns that the employer might have. 

 

REMEMBER: DON’T SIGN UNTIL EVERYTHING IS FINE!   
Do not start work until you have seen and accepted the contract or statement of 
employment particulars. 
Ask about a full job description, what your particular rate will be, and the details regarding 
benefits, accommodation, travel, driving and training. Never assume –always ask.     
If everyone asks the same questions, then employers will already have them to hand.  

 
 
 



Finally, it is worth reiterating the 2012 CIfA Diggers Forum recommendations  
 
The principle recommendations on transparent advertising are: 

• Details of the starting salary available to a new starter, avoiding use of incremental 
pay ranges that may make salaries appear greater than they could be for a new 
starter. 

• State what level of experience is required for the post. 
• Any probationary period. 
• Details of sick pay, holiday entitlement and pension provision including any 

qualification periods. 
• The length of the working week and whether any compulsory overtime may be 

required. 
• Where the job will be based and whether away work is envisaged. 
• Whether a driving licence or specific skills card is required. 
• Indicate whether accommodation will be provided if the contract is a short term 

appointment and whether there is any charge for this. 
• Indicate whether there are any subsistence allowances for away work and how much 

these are and when they are paid. 
• Give details of pay for travelling time for both drivers and passengers, clearly stating 

that travel time is not paid if that is the case. 

The principle recommendations for travel and away work include: 

• All travel time outside of core hours should be paid to all staff, or the equivalent TOIL 
accrued: this should be paid to all drivers and passengers. Staff should be paid for 
their hours. 

• All driving and passenger time on Saturdays should be paid in full at time and a half, 
or the equivalent TOIL accrued; all driving and passenger time on Sundays should be 
paid in full at double time or the equivalent TOIL accrued. 

• Mileage should be paid to all employees who use their own vehicles for work‐related 
travel. Where company fuel cards are used a payment should be made to cover 
running costs, wear and tear and depreciation on a pro‐rata monthly rate. 

• Mileage rate of at least 40p per mile, reviewed annually and increased in line with 
the RAC Cost of Motoring Index or a similar index. 

• Away work to be triggered after a drive of a maximum of 1.5 hours unless it is for a 
short duration (1‐2 nights maximum), and all staff are happy to travel. 

• National minimum sub of £15 a night for stays in B&B, rising to £20 a night in April 
2013 to reflect inflation. 

• Minimum notice period for away work of two weeks except when absolutely 
unavoidable, possibility of ‘on‐call’ and ‘off‐call’ system for last minute away jobs. 

• Rotation of staff on away jobs in a transparent manner. 
• Rotation of drivers to prevent fatigue and ensure driving pay is spread around the 

team. 
• National register of terms and conditions relating to travel and away work allowing 

employees to compare different employers.  

https://www.academia.edu/9910884/Article_Diggers_Forum_report_on_away_work_and_travel_in_UK_commercial_archaeology_2_
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APPLYING FOR WORK

A curriculum vitae (CV) is one of the essential tools in your job search, though never forget the importance of 
networking. Networking and interviewing are also important for finding employment and your CV is just the 
first step in this search. When applying for a post you generally first have to send your CV to the prospective 
employer. 

With your CV you will be able to promote yourself so look at it from your employers point of view. Would you 
stand out against the competition and would the manager want to interview you based on the contents of 
your CV? 

A CV will be your first contact with potential employers and will open the door, once you meet them, you 
would then be in a position to explain and expand on what is in your CV. But without a good CV and covering 
letter, you will be meeting nobody.

Never underestimate the importance of the covering letter, which will try to summarize your CV in a few 
paragraphs (make sure it does not extend beyond one page), as this may be used as an initial screening method 
to decide which CVs to read in more depth. Remember to remain tight on the post you are applying for, and 
summarize elements that are relevant to the post on offer, ensuring that the person who reads the letter is left 
with the impression that you want the job, are qualified to carry out the work, and are interested in the work. 
Therefore if you were applying for the post of a community archaeology officer, you would highlight previous 
related experience, your eagerness for the opportunity and 
the clearly defined elements of your CV that are relevant 
to the post. The covering letter is where you sell yourself, 
while your CV is of a list of what you’ve done. 

Always ensure you get the correct spelling of the person 
you are directing you CV to, as well as the correct address 
of the place it is going to. Make sure the layout is good, the 
spelling is correct, and even consider using good quality 
paper for mailed applications. First impressions on paper 
can be a factor – and even if you e-mail, remember that 
you should treat this like a paper copy, as it will be printed 
out, so it had better look good, and please have a sensible email address that does not raise eyebrows - 
sexylovegod@hotmail.com may be good fun, but will not help in the real employment world.

Your CV should also be tailored to the job you are applying for and although there is no hard rule for CV layout 
the following elements should be included. Remember you can keep a copy of your ‘Full’ CV, and edit it down 
for each application, if you are serious about getting work, then take the time to make a good CV.

YOU WILL NEED

Name, contact information, education, skills and experience.

In addition to these basics, include fieldwork, research and teaching experience, publications, grants and 
fellowships, professional associations, awards and other information relevant to the position you are applying 
for. See the next page for a template CV.

Applying for work in Archaeology
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Curriculum Vitae - Mr John Smith      12/07/2009

Your Contact Information
Name
Address
Telephone
Mobile Phone
Email

Personal Information
Date of Birth
Place of Birth

Education
Include dates  and details of degrees, training and certification 
University/College
PhD etc

Professional Qualifications
Certifications and Accreditations
Any relevant Computer Skills

Employment History  
List in chronological order, include position, work details and dates
Work History
Academic Positions
Research and Training

Awards 
Include any grants or awards that you have received and what you did for them.

Publications 
Author. “Title of Article.” Title of Magazine or Newspaper. Date: Pages.

Books 
Author’s Last name, First name. Title of Book. Place of Publication: Publisher, Year of Publication.

Professional Memberships 
ie   Institute for Archaeologists, Association of Archaeological Illustrators and Surveyors. etc.   note that the 

name is written in full, not just the Acronym.

Interests
These interests should have either an insight into your personality AND/OR be relevant to the post.
So photography is good, while rabbit breeding may give a different impression.

Try and keep this to 2-3 pages and relevant to the post you are applying for.
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