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2012 Season

Application for Road Crew Vacancies

Firstly, thank you for your interest in joining our team.

The role you are interested in is a varied and exciting one and we are delighted to enclose our ‘Application Pack’.   Within the pack you will find the following information to assist you in considering your application.  We hope that you find this useful.

· Company Information

· The Job

· A Day in the Life of a Guide

· Our Recruitment Team

· Frequently Asked Questions

· Application Form

We understand that when looking for a new job, the company you are considering should be as much part of your decision as the job itself.  You will also therefore find some background information about us, what we do and what you can expect as part of our team.
Whether you are looking to take a new direction or simply looking for a job for the summer we firmly believe that we must be right for each other.  That way it will work out for both of us.  Our selection process is designed to ensure that you gain a full appreciation of both the role you’ve applied for and our team before you join us.
We trust you find the contents of the pack to be self-explanatory, however if you require any further information at this time then please feel free to contact me.

We very much look forward to receiving your application.

Yours sincerely,
Peter Smith

UK Operations Manager

Company Information

· The Company’s principle activities are as follows:

· HAGGiS Adventures was formed in 1993 and operates tours for young international travellers and backpackers. HAGGiS offers 1 to 10 day trips around Scotland and 5 day trips from London to Cornwall and Wales. You may well have seen our distinctive bright yellow fleet of modern Mercedes midi-coaches as they travel around the country. Our tours are graded ‘5 Star’ by Visit Scotland and the HAGGiS is a previous Thistle Award winner.
· Highland Explorer Tours was launched in Spring 2006 and offers a range of trips from 1 to 5 days. The tours are for the independent traveller, generally 35+ years old. Our tours are graded ‘5 Star’ by Visit Scotland and Highland Explorer Tours was a Thistle Award Finalist in 2010.
· Morag’s Lodge, an award-winning hostel in Fort Augustus, is our accommodation subsidiary. It prides itself in delivering excellent customer service and hospitality to our tour business customers and independent travellers. Morag’s is graded ‘4 Star’ by Visit Scotland and is a ‘Hospitality Assured’ member.
· Shamrocker Adventures is our Irish subsidiary and offers a range of trips up to 7 days to young international travellers and backpackers.  Operating since 1999 Shamrocker Adventures continues to lead the market in Ireland. It was voted the ‘Best Visitor Experience 2010’ by the Northern Irish Tourist Board.
· Busabout is a European coach network offering flexible travel experiences to independent travellers and backpackers.

· We have a retail shop and administrative offices on Edinburgh’s Royal Mile and we also have a dedicated Operations office and yard in Leith. 
· Our Managing Director is Graeme Ward who started with the company as a Guide and who is based in our Royal Mile office.
· We are ‘Investor in People’ accredited and firmly believe in developing transferable skills that will serve you well when you eventually decide to move along.  People development is central to our success.  Our unrivalled training and development policies ensure that our world-class people deliver world-class services to our clients.  Such is our commitment to your training that we have a team of fully certificated Coach Driver Trainers within our staff.
· The world’s leading Youth Travel specialists such as STA Travel, Flight Centre Group & Travel CUTS sell our HAGGiS trips globally, often as their preferred partner. Highland Explorer Tours also has a growing number of global Agents including Expedia and Viator.
· We are also committed to sustainable tourism and to minimising the environmental impact of our operations and we were the first tour company in Scotland to become members of the Green Tourism Business Scheme. 
· Although operating independently, all of the above companies fall under the parent company, ‘The Travel Corporation’. This is a highly successful international travel group operating in 60 countries with over 25 award winning brands from luxury hotels to boutique river cruise ships.  The Travel Corporation’s guiding principle is one of providing the most enjoyable, enriching travel experience for its customers across the globe. It’s family-owned and has been in business for four generations over nine decades.
The Job
Being a guide for Haggis Adventures or Highland Explorer Tours is one of the most fun, fulfilling and memorable jobs you will ever have.  You will meet people from all over the world and make friendships which can quite literally last a lifetime.  As an ambassador for your country, it will be your job to show our visitors the very best that our country has to offer.  You will be their historian, comedian, weather forecaster, coach driver and DJ all rolled into one.
Your mission will be to make their stay in Scotland / UK an unforgettable one and make their tour the trip of a lifetime.  From playing touch rugby on a remote West Coast beach to hiking through Glencoe; exploring mysterious Standing Stones to learning to Ceilidh dance; touring whisky distilleries, cruising on Loch Ness, exploring ruined castles… it’ll be the time of both their AND your life!

A Typical Day
An early start but once you’ve completed all your vehicle safety checks; you will meet your travellers at our Royal Mile Office.  Load up their luggage; ‘Welcome’ the guests and run through the key safety information and you’re off for an unforgettable trip to the Highlands.  
It’s your job to decide what the plan is for the day.  There are certain ‘must visit’ places which will be on the itinerary, however out with that, you’ll use your own experience to determine how best to spend the day, taking account of the group profile, the weather conditions and the time of year.

Perhaps the sun is shining without a cloud in the sky and it’s perfect for a walk into Glencoe and a picnic. Perhaps it’s snowing and some of your customers have never seen snow before, so a snowball fight and snowman building competition is the order of the day.  Whatever you think is best for the group is what you’ll do.  

We are sure that, to some of you at least, this all sounds a little daunting.  That’s not a problem; each and every one of us has been there before you.  Don’t worry, we don’t throw you in at the deep end and we don’t expect you to be able to do all this straight away.

We have a comprehensive training programme which will give you all the skills you’ll need, from help gaining a Coach Licence (PCV) to First Aid Training and Historical Knowledge.  

We have a range of tours which you will lead, from 1 to 10 days. Generally you’ll start on the shorter ones to get the feel for the role but we’ll train you in each of them and make sure you have the variety which keeps you fresh.
There’s no denying it can be hard work; telling stories, driving through beautiful scenery, visiting castles, leading nature walks or planning a picnic. You will very quickly learn how to deliver world class trips and have a ball while you do it!  And yes, we pay you for doing this too!

Our success has been built upon our people and that’s why we see it as a top priority to invest in you.  Our training has been created to develop the necessary skills to ensure that you do, not just a good job, but a fantastic job.  We will train you to deliver excellent experiences each and every day.

A Day in the Life of a Guide
HAGGiS Adventures - 3 Day ‘Skye High’ Trip – Day 2
7.30 am    Get ready and do coach checks. 

Weather looks a bit miserable, maybe have lunch in Portree if picnic not an option. Wait and see if it brightens up.

8.00am    Breakfast, get a bit of chat with everyone. Sounds like a late one was had last night! 

    Start reminding everyone to be ready for 8.30am – coach ready outside.

8.30am    Check everyone on the coach, give them brief run through of the plan for the day.

    Get some gossip from last night, see if they’ve any ghostly stories!

Morning    Stop for photo at Loch Garry, a bit misty but looks clearer up ahead.

On the way to Skye tell them about the 5 Sisters of Kintail, the Battle of Glenshiel and a bit of background to Eilean Donan Castle. Quick stop for a photo, weather brightening, change plan to pick up lunch for picnic.

Skye  
A bit of “Bridge” music for getting on to the island!  

     Tell them background stuff about Skye - industries, Gaelic, mountains, faeries etc.

     Baptism of fire into the Faerie culture at Sligachan!


Portree for short(ish) stop for toilets, cash machines and pick up lunch since weather better. Get numbers for dinner at Morag’s Lodge – lunch time call in and phone hostel with dinner numbers.

Lunch 
About 1.30 pm at waterfalls by Storr – tell the story off coach and give time for walk up beside falls .Kilt Rock and giants story – heard the “Faerie pipes” as it was quite windy.


Head back with views of Cullins – tell the story of Cuchullain and Macleod Faerie flag as we make our way back.

Return 
Saved a couple of different stories for way back – bit about Caledonian pine forest, Red Deer, heather, reintroducing wolves etc. Come back through Invermoriston – talk about Roddy Mackenzie and the Jacobites, prep for Culloden tomorrow.

Before parking up tell everyone what the rough plan is for tomorrow and your departure time. See everyone into hostel, then sweep coach and clean windows. Time to check-in.

Evening
Evening meal in the hostel with the group – try and persuade people to try Haggis!


Watch a bit of “Trainspotting” on DVD with some whilst the party kicks off in the bar.

BED!
To get an idea of a HAGGiS tour, check out ‘HAGGiS Telly’ on our website!

Our Recruitment Team
The following gives you a little background to some of the guys that you will speak with / meet with during our recruitment cycle.

	Peter Smith
UK Operations Manager
	I joined the Company in Spring 1994 as the first driver / guide employee.  After spending several years as a driver / guide I moved into the Operations team and over the years I have been actively involved in a number of areas of the business including the creation of Shamrocker Adventures and the Sales & Reservations team. Currently I have overall responsibility for all things ‘operations’.  

To me, being a driver/guide was great.  We had loads of fun, discovered new places and met new people every day.  Then, when we knocked off duty  at our overnight stop we could choose what to do with our time.  Either have more fun with the travellers or do your own thing.  I used to do a lot of fishing on Skye in the evenings, catch up with friends or just hang out with our own guys.

Make no mistake, when you are a driver / guide you will work hard.  In all kinds of weather your job is to showcase Scotland and give our guests a truly unforgettable trip.  However, that feeling of knowing that you have done a great job, the ‘Highlands’ being your office and the great times you’ll have are very special – you’ll love it!



	Douglas Johnston
Fleet Manager and
PCV Instructor
	I originally joined the company as a driver / guide in Spring 2000.  At first I didn’t reckon, much as I loved the idea of getting the job, that I would really be able to deliver the trips that HAGGiS and Highland Explorer Tours were renowned for.

I didn’t have a coach driver’s licence and had really done nothing like this before at all.  I just wanted the job because it was effectively working outdoors and I am mad keen on all things Scottish – our history and landscapes.

In hindsight, especially since I am now one of the key trainers for the crew, I am delighted that Pete Smith had confidence in me all these years ago.

Nowadays my role is really assisting with our overall operations, but with specific responsibility for looking after our fleet of Mercedes midi-coaches.  In recent times I have spent a considerable amount of time on the development of new trips including our exciting Up Helly Aa tour which I am just about to lead again – fantastic!

I love driver / guiding and I am lucky enough that I still am one!  I regularly take trips, whether as part of our training processes, while developing new products or just because I love it!

	Laura MacNeil
Reservations Manager

	I have been with the Company since 2005.  Having had many amazing times travelling myself, I was inspired to try and incorporate some of my travelling experiences into my everyday life and what better way to do that than become a tour guide?!

Being a driver/guide allowed me to enjoy the excitement of visiting great places and meeting new people on a daily basis.  Every day is different – different people, different weather (!!!) and different routes and places.

Some of my favourite memories include sheltering from rain and gales behind the stones at Calanais on Lewis, enjoying the much sought after sunshine with a  barbeque and game of Frisbee on the beach at Gairloch and getting everyone to sing along to Bon Jovi (whether they want to or not!!).

The job is a great way of sharing Scotland with visitors and recreating for them some of the great times that I remember from my own travels.

It doesn’t all happen ‘on the road’ however. After some time in the Edinburgh Sales team, I moved into the Groups Co-ordinator role looking after bespoke group enquiries. Now I’ve recently taken over responsibility for the Reservations Team in Edinburgh.


	Pete Duncan
General Manager -Business Operations


	I’d just come home from a year in Australia and wasn’t ready to settle down. I thought showing people around Scotland sounded like the best possible job in the world, at least for the next few months.  Luckily, I got the opportunity to become part of the team and I grabbed it. That was back in 1998!  I loved driver / guiding and ended up staying for the next three years. 

I was then given the opportunity to move to Dublin for a year to work in Shamrocker Adventures’ Operations Department.  A move that gave me invaluable experience behind the scenes of the business.  I then returned to Scotland to join the Sales & Reservations team.

Itchy feet then took me to New Zealand for a year, when back I rejoined the Operations team in Scotland.  Currently I oversee HAGGiS Adventures and Highland Explorer Tours, Shamrocker Adventures and Morags Lodge.  I’m also a qualified PCV Driver Instructor and helped develop the current Guide Training programme. So far, my time with the company has been very varied and exciting and has allowed me to continually develop.

My days full time on the road might be over but they will be the ones that I’ll never forget. Brilliant!!




Frequently Asked Questions

	1. 
	I am interested in applying - what should I do?

We’ve enclosed an Application Form which should be completed and returned to us as soon as possible. This allows us to consider each application equally.

	2. 
	Will you accept applications at any time?

Yes.  We actively recruit for road crew from January to April each year but vacancies can arise at any time so please try and get your application in as early as possible.

	3. 
	What happens after I submit the Application Form?

Firstly, we review all the applications received to see that they meet our minimum requirements.

If you are successful at this stage we will call you to chat over your application.  This short Telephone Interview allows us the opportunity to clarify any points in your Application Form.  It is also a good opportunity for you to ask any questions you may have about us or the role itself.  Normally these discussions take 15 minutes or so.

If selected, we will then invite you to come in and see us for an Informal Interview which should last about 45 minutes to an hour. We may also invite you on a Tour with us.  This day out with us and our customers on a live tour will enable you to see exactly what is involved in your role.
If you are successful through all these stages, we then issue formal offers of employment.

	4. 
	Do I need a Coach Drivers Licence to apply?
NO.  Most people who join us do not have their coach driving licence.

If necessary, we will assist you through the whole process of obtaining your licence, from filling in the paperwork to actually learning to drive.

It is certainly an advantage if you do have a coach driving licence though, as your overall training time will be shorter.

There is obviously a financial commitment involved in obtaining your coach licence but further details of this are available at interview.

	5. 
	If I am successful, what training will I receive? 
Our Road Crew training is second to none. Our Customer Service has also been recognised as being second to none and to achieve that, our training has to be too.

Guide Training
You'll get as much support as you need in learning those essential guiding skills that make our team world leaders in delivering travel experiences, we don't believe in 'throwing people in at the deep end'. Our Customer Service training is to an NVQ Level 3 standard and covers: 
· Presentation skills
· Leadership skills
· Management skills
· People and social skills
· Communication skills
You will also receive training in the following areas:
· First Aid - Certified Course
· Basic Vehicle Maintenance
· Environmental Awareness
Driver Training
Our (fully qualified) in-house Driver Trainers are on hand to ensure you are a safe and competent driver. 
If you have your PCV licence, this means you'll be assessed and have your driving skills refreshed where necessary.
If you don't, then we'll assist you through the whole process of obtaining your coach driving licence (PCV - 'D' category). We allow as much time off as you need for your driver training and can even offer financial assistance to help with initially obtaining your licence if necessary.
The skills you learn and develop with us are unquestionably transferable and highly sought after in all sectors. They will, along with your experience, ensure that when you are ready to move on to new challenges you are better skilled and ready for what lies ahead.

	6. 
	I notice that you have included an Equal Opportunities Form, what is this for? 
We are committed to promoting equality in all our activities and aim to provide a work environment free from discrimination and unfair treatment. We welcome applications from all people regardless of age, disability, race, sexual orientation or religion.

The interview team will not have access to this information and it will not form part of the application process.

Completion of this form is optional and your application will be treated no differently if you choose not to complete it.

	7. 
	What’s the difference between the HAGGiS Adventures & Highland Explorer Tours?

As you can see, we are recruiting for both our Scottish based-brands, HAGGiS Adventures and Highland Explorer Tours.

The skills required, to exceed our customers’ expectations and deliver ‘world class’ tour products, are essentially the same, for both roles.

The real difference between the two ‘brands’ is in essence down to the customers that they each attract, who are quite different in terms of age and nationality.  By consequence their outlook, aspirations and hence their expectations can differ quite significantly.

The difference, apart from the branding of the midi-coaches and crew uniforms, is really in the nature, style and performance of the trip itself, in essence how our crew conduct the trips.

HAGGiS Adventures is a youth tour specialist that specifically caters for young international travellers and backpackers. Generally aged 18 – 35 years old, although no maximum age applies as travel style is very much about attitude.  They are generally happy with shared hostel accommodation and relish the social interaction of travelling.

Highland Explorer Tours customers are generally solo travellers / couples aged 35+ years old, perhaps even travelling with children.  They are generally more discerning and are not interested in hostel type trips or carrying on like the ‘young ones’ anymore.  They too however love the social interaction that come with group trips.


	8. 
	What Salary & Benefits Package do you offer?

Your overall Benefits Package will depend on your experience and training requirements but will consist of the following elements:

Salary

· Salary
· Trainee – £TBC 
· Newly Qualified Driver Guide – £TBC
· Industry Experienced Driver / Guide – £Negotiable

· Paid Annual Leave – 28 Days (including Public Holidays)

Other Benefits

· Crew Sales Incentive Scheme

· Company BUPA Healthcare Scheme
· Company Pension Scheme

· Customer Tips / Gratuities (retained by you)

· Company uniform provided
· Extended, unpaid leave option


	9. 
	What is the difference between a Guide, and a Driver Guide?
Essentially it’s exactly as it sounds. The roles are the same in terms of tour delivery and customer service but a 'Driver Guide' can lead a solo tour by doing both the guiding and the driving. A Guide will always be on a coach with a dedicated driver.

	10. 
	Who are you looking for? What skills do I need?
In simple terms, we recruit based on attitude and personality.  If you have the aptitude for this role then we will ensure you develop the skills through training.

We are looking for confident, enthusiastic and motivated individuals with excellent communication skills.  You should be a people person and naturally enjoy social interaction and hosting guests.  You should also have a keen interest in Scottish history and culture, and a willingness to learn.

	11. 
	Are these Full-Time Permanent positions?
We offer full-time, fixed-term contracts of eighteen months.
For many the security of a full-time contract is just what they are looking for. We have also discovered that many applicants are keen to either join us for seasonal work or have more flexible working arrangements.  It really depends on what you personally are looking for so please feel free to discuss your requirements with us.




HAGGiS Adventures & 

Highland Explorer Tours 

60 High Street
Edinburgh 




EH1 1TB

P: 0131 557 9393 
E: jointheteam@haggisadventures.com
This form is confidential.  Please complete it legibly, using blue or black ink and carefully in block capitals. Should you require further space, please attach separate sheets.

CVs may be submitted with the completed application form.

	Personal Details
	Full Name
	
	

	
	Address


	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Home Phone
	
	Email
	

	
	Work Phone
	
	Mobile
	

	
	Preferred time and method of contact?
	

	
	If appointed, when would you be able to start training / work?
	

	
	If selected for interview, are there any dates you would be unable to attend?
	


	Driving
	Licence Number
	
	Country of Issue
	

	
	Licence Class Awarded (circle)
	Car (B)
	PCV (D)
	Minibus (D1)
	HGV (C)
	Other (    )

	
	Please list any Endorsements or Convictions
	

	
	Can you confirm you are over the age of 21?

This is the minimum age at which you can legally obtain a ‘D’ category licence.
	Yes / No

	
	Have you ever had motor insurance refused or cancelled?
	Yes / No
	If yes, please give details:


	Education and Qualifications
	Secondary School
	

	
	Qualifications 
	

	
	College/University
	

	
	Qualifications
	

	
	Other Establishments
	

	
	Other Relevant Courses/Qualifications
	


	Career Details
	Begin with your most recent position and work back showing different roles within each company

	
	 Position Held and Responsibilities


	Employer, Location and

Type of Business 
	Outline of Experience Gained
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Hobbies and Interests
	Please describe your main hobbies and interests
	


	Driving Experience
	What types of vehicle do have experience of and are you confident in your ability to adapt to driving a larger vehicle?
	


	Travel Experience
	Give details of your personal travelling experience
	


	General Questions
	In your opinion, what makes a good tour guide?
	

	
	What do you feel you personally can contribute to the team?
	

	
	Why have you applied for this position?

	

	
	Please summarise any other information you wish to include in support of your application. You may wish to include relevant experience, interests, achievements, specialist skills or knowledge. Please attach additional sheets if required.
	

	
	Describe the perfect day out that you’d recommend to a first-time visitor to Scotland?

	

	Additional Information
	Do you have any health issues which you feel could interfere with the performance of your duties relating to the role applied for?
	

	
	Do you have entitlement to work in the UK?

Proof of this will be required if a post is offered. 

Any offer will be conditional on this evidence being produced.
	       Yes / No



	
	Where did you first hear about HAGGiS and/or Highland Explorer Tours?
	

	
	Where did you see this post advertised?
	


	Please give details for two referees to whom reference may be made. Ideally, one should be a recent employer.

	Referees
	First Referee
	Second Referee

	
	Name
	Name

	
	Position
	Position

	
	Address


	Address

	
	Telephone
	Telephone

	
	Email
	Email

	
	(References will not be contacted unless a conditional offer of employment is made)


I confirm that all the details provided in this application are true and accurate.

	
	Signature 
	Date


The Radical Travel Group is committed to promoting equality in all its activities and aims to provide a work environment free from discrimination and unfair treatment. Radical Travel Group welcomes applications from all people regardless of age, disability race sexual orientation or religion.
	Confidential 
Equal Opportunities
Monitoring Form

(Recruitment)


	  


HAGGiS Adventures and Highland Explorer Tours are committed to promoting equality in all their activities and aim to provide a work environment free from discrimination and unfair treatment. We welcome applications from all people regardless of age, disability, race, sexual orientation or religion.

To confirm this commitment, the company has in place an Equal Opportunities Policy which in order to be effective, requires that we regularly review and monitor the applications we receive by collecting data on ethnicity, gender, marital status, disability, religious belief and age of all who apply.  This data will be kept securely within the HR Department. Access to this information is fixed and will only be viewed by those monitoring the data, not by those involved in the selection process. 

For this purpose, we ask for your assistance by completing this form. Any information you provide will not be used in the application process and will be handled confidentially.  It will only be used for the purposes of monitoring and improving our employment practices.

Completion of this form is not a requirement of the application process and your application will be treated no differently if you choose not to complete it.

If you do choose to complete this form, please return it in the separate sealed envelope provided - marked “Equal Opportunities, Human Resources Department”.  

Thank you for your co-operation

Kind Regards,

Graeme Ward
Managing Director


	Confidential 
Equal Opportunities
Monitoring Form
(Recruitment)

	

	Surname:


	First name(s):

	Date of Birth:


	Gender:   Female/Male  (delete as appropriate)

	Marital Status:  Married/Not Married

                              (delete as appropriate)

It is unlawful to discriminate against married persons in employment under the Sex Discrimination Act 1975.  To ensure that we are operating within the Law we must collect and analyse data on marital status.
	I care for dependants               Yes/No

If yes, please specify (e.g. children) 

	Vacancy Applied for:



	Ethnicity

	Please tick one of the boxes to indicate your ethnic origin.  These categories reflect the 2001 Census ethnicity classification system. 

	· White - British

· White – Irish

· White – Scottish

· Other White background

· Black or Black British – Caribbean

· Black or Black British - African

· Other Black background


	· Asian or Asian British-Indian

· Asian or Asian British-Pakistani

· Asian or Asian British – Bangladeshi

· Chinese

· Other Asian background

· Mixed – White and Black Caribbean

· Mixed – White and Black Caribbean

· Mixed - White and Asian

· Other Mixed background

· Other Ethnic Background

	Nationality (please specify): 




	Do you consider yourself to have a disability?         Yes / No  (please circle)
(The Disability Discrimination Act (1995) defines a disability as any physical or mental impairment, which has a substantial and long- term (more than 12 months) adverse effect on a person’s ability to carry out normal day to day activities).

	If yes, please tick which category you think best describes your disability.

	· Dyslexia

· Blind or partially sighted

· Deaf or hearing impairment

· Wheelchair User/other mobility difficulties

· Personal care support
	· Mental health disability

· An unseen disability: e.g. diabetes, epilepsy, asthma

· Multiple disabilities

· Other disability, please specify:



	Religion (please specify):




Please tick which brand(s) you are applying for:





(	Both Brands





(	HAGGiS Adventures	





(	Highland Explorer Tours 





Please tick the position(s) you wish to apply for:





( 	Driver / Guide 





( 	Guide





(	Driver
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