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Perth CAB
7 Atholl Crescent

Perth

PH1 5NG

April 2015
Dear Applicant

Thank you for your enquiry about our vacancy.

You will find enclosed:

· a job description and person specification

· an application form

· guidance on completing the form

· Equal Opportunities Policy statement 
· an equal opportunities monitoring form
· Service information about Perth CAB

In determining which applicants will be interviewed the Recruitment Panel will have regard to applicants who best fit the person specification so it is important for you to use the person specification as a guide when completing the application form. Please do not send your CV. 
The closing date for applications is 12 noon on Wednesday 10th June  2015.

The provisional date for interviews is w/b 15th June 2015.  If you have not received an invitation by that date then unfortunately you have not been selected on this occasion.

In the interest of public safety, the successful applicant for this post will be asked to disclose criminal history information.

We regret that we are unable to acknowledge receipt of completed application forms unless a stamped addressed envelope is enclosed with your application.

We look forward to receiving your application by the stated closing date.
Yours sincerely

Mrs Sandy Watts

Manager

Perth Citizens Advice Bureau
Notes for applicants on completing the application form

· The form should be completed in black ink or black ballpoint pen or typed.  This will make it easier for photocopying purposes.

· Please do not send in your CV.  

· One of your referees should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job.  This should not be a relative or purely personal friend.

· The enclosed person specification lists the minimum requirements for this post.  When short listing for interview the selection panel will only consider the information contained in your application form and will assess this against the person specification.

· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles.  It is therefore important that you use the space provided to demonstrate how you meet the requirements.  Paid and voluntary work are not the only experiences worth quoting.  Other life experiences and skills may be just as valid.
· If you are short listed for interview, the selection panel will ask you questions based on the person specification, which will cover the requirements in more detail.
· If you require any help with the application form, or the application process in general, please contact the bureau by writing to the address below, or by e-mailing: karencampbell@perthcab.casonline.org.uk
Charity number:
SC003259

Company registration number: 153915

7 Atholl Crescent, Perth PH1 5NG
Perth Citizens Advice Bureau
Information to applicants 
Citizens Advice Bureaux are the major providers of information, advice and assistance, operating from 205 service points that cover Scotland from the islands to the City Centres.  
The Bureaux are staffed by trained volunteer advisers, with some paid posts, under the supervision of the manager, and provide responses to clients' enquiries covering the whole range of social issues.  Despite being a generalist service, most enquiries are concerned with matters related to problems of poverty and deprivation.

The local CAB offices are wholly independent and receive funding from their respective local Councils in the form of annual grants.  Bureaux are autonomous bodies under the control of a local Committee of Management.  These consist of representatives of local statutory and voluntary agencies, elected members of the public, and staff representatives.

All bureaux are members of Citizens Advice Scotland (the Scottish Association of CABx), and as such must meet specific conditions of membership related to standards of service and other matters.  The Association receives financial support from central government through the Department for Business, Innovation and Skills.

The enquiries that a CAB can deal with are across a wide range of fields, and clients expect high quality advice and assistance on what are, at times, highly complex matters.  The main enquiries at the present time relate to problems with welfare benefits and money; employment; goods and services; housing; and family and personal situations.  

Perth CAB is based in the city of Perth but covers a large rural area with a diverse population. We currently employ 21 paid staff and we have over 50 volunteers, providing a wide range of services. The bureau operates a number of projects including the Patient Advice and Support Service for NHS patients and their families, Armed Services Advice project (ASAP), projects to assist clients through the implementation of Welfare Reform and an out-of-hours email service. We also operate outreach services at a number of locations throughout Perth and Kinross to meet the advice needs of rural communities.

Like all CABx we use our clients’ experiences to campaign for change – without disclosing the identity of our clients - and we are particularly concerned about the occurrence of social and financial exclusion and about the impact of Welfare Reform.  We regularly raise Social Policy issues through Citizens Advice Scotland and we undertake some local Social Policy work.
Perth CAB currently employs 5 specialist debt advisers who advise clients on complex debt issues, including the Debt Administration Scheme and sequestration. We also employ a part-time money adviser who advises clients on budgeting skills, pensions, credit and other financial issues. All CAB advisers are trained to provide initial benefits advice but we also employ 4 benefits advisers to meet the increased demands arising from Welfare Reform and the on-going effects of the recession.
Perth Citizens Advice Bureau 

Equal Opportunities - General Policy Statement

We in the CAB service are committed to the principle of equality of opportunity for all in employment, volunteering, access to advice, service provision and within both decision-making structures. This commitment will involve bringing equality of opportunity into the mainstream of the CAB service by integrating equal opportunities into all of its operations to take account of and reflect the diverse needs of the Scottish population. 
Discrimination 

We recognise that issues relating to colour, ethnicity, religion, disability, gender, age and sexuality raise questions of discrimination in society. We acknowledge that to achieve the effective implementation of this policy would require taking positive action to overcome barriers to services, employment and volunteering opportunities for groups who suffer discrimination.
We also recognise that advice and support services need to be delivered by a workforce that reflects the diversity of our communities and that it is necessary therefore for this diversity to be appropriately represented throughout Citizens Advice Scotland (CAS) and the CABx. To this end we will seek accurate information about existing and potential clients, workers, and volunteers leading to appropriate marketing and provision of services and job opportunities.

We will work to ensure that that the CAB service actively acts equitably and justly; that those people who experience discrimination feel welcome within the CAB service and feel able to use and contribute to the organisation. To facilitate this, we will provide training and develop procedures and guidelines to ensure that all those involved in the management of the CAB service:

· know about the inequalities and difficulties faced by different sections of the community within which the CAB operates 

· have an understanding of the needs of these diverse communities

· routinely assess the impact of its policies and practices on particular groups of people

· provide an appropriate and equal service to all within its area of benefit.
Obligations

The CAB service believes that no job applicant, worker, volunteer, or client should receive less favourable treatment than another on grounds of gender, sexuality, age, disability, race, colour, religion, or ethnic origin.  There is no situation in which the CAB service will discriminate unfairly. In addition to our moral responsibility we recognise our obligation under equalities legislation and will work to comply with the relevant codes of practice.
Implementation

We accept that the implementation of the equal opportunity policy is the responsibility of all those within the CAB service, including the managers, staff and committees that comprise Citizens Advice Scotland, as well as volunteer and paid bureau staff and management committees of bureaux. It is recognised, however, that those working at management level have a specific duty to set the required standards and ensure those standards are met.

The service recognises that to turn policy into practice equality standards would have to be subsumed within the membership scheme standards documents that set out the requirements that all bureau have to meet. Compliance with these standards will then be audited through the CAS audit process.

Perth CAB 
CHARITY NO: SCO03259


EQUAL OPPORTUNITIES – RECRUITMENT MONITORING FORM

	
	


The CAB is striving to ensure equality of opportunity in its employment policies and therefore we have decided to monitor our recruitment practices.  This will help us identify areas of under representation in our workforce and to assess those areas where positive action is needed.  In order that we can monitor each stage of the recruitment process, you will be asked to complete this form on application. 

Your co-operation in completing this form would be greatly appreciated.  We must stress that any information you give will be strictly confidential.  You are not obliged to answer the questions but you will appreciate that, for our monitoring policy to be wholly effective, we would hope to have 100% response. 

If you do not wish to answer any question(s) this will not affect your application in any way.  There follows an explanation of some of the sections where appropriate.  Thank you for your time and co-operation in completing our form.  

We wish to give you the following assurances

· The information provided will not form the basis of any part of selection

· All information will be regarded as confidential

· This information will only be used for statistical purposes to monitor the composition of the service.
1.
ETHNIC ORIGIN

We appreciate that some people, including those of mixed race, may not be happy with classification used on monitoring forms.  The classifications we have used are those used by the General Register for Scotland – census forms.  If you wish to classify yourself in some other way, please use the additional space provided to do so.

I would describe my ethnic origin as (in your own words or if you prefer tick one of the following): 

	White Scottish 
	
	Chinese
	
	Caribbean
	
	Arab
	

	Other White British
	
	Indian
	
	African
	
	
	

	White Irish
	
	Pakistani
	
	Black
	
	
	

	Any other white background
	
	Bangladeshi
	
	Any other black background
	
	
	

	
	
	Any other Asian background
	
	
	
	
	


Other ethnic background (please specify)……………………………….

2.
GENDER

	I am (please tick)
	 Male
	
	Female
	
	Transgender
	


3.
AGE

	25 and under
	
	55 and over
	

	26 - 34
	
	Declined to answer
	

	35 - 54
	
	
	


4.
DISABILITY

We understand that many employees do not declare disability or caring responsibilities because of possible discrimination against them by employers in the selection process. We would like to know how many people we attract to the service so that we can monitor the effectiveness of our policies towards disabled people and their carers.
	Do you consider that you have a disability or long term health condition which limits your day to day activities?
	Yes 
	
	No
	


	
	
	

	Would you require special adaptations/equipment 
	 Yes 
	
	No
	


	Carer of someone with a disability 
	 Yes
	
	No
	


Please specify__________________________________________________

*If you answer in the affirmative to any of the above questions and are short-listed for interview, please contact the CAB to ensure that interview arrangements are to your satisfaction.
5.  RELIGION AND BELIEF

We appreciate that some people may not be happy with these classifications. The classifications that we have used are those used by the General Register for Scotland - census forms. If you wish to classify yourself in some other way, please use the additional space provided to do so.

	I would describe my religion or belief as:

	None
	
	Other Christian
	
	Sikh
	

	Church of Scotland
	
	Muslim
	
	Jewish
	

	Roman Catholic 
	
	Buddhist
	
	Hindu
	


Another religion or belief (Please specify) …………………………………………………
6.
SEXUAL ORIENTATION

We appreciate that some people may find the question on sexual orientation to be an extremely personal one and we must therefore re-iterate that you are under no obligation to answer it.

I would describe myself as (please tick): 

	Heterosexual
	
	Lesbian
	
	Gay
	
	Bisexual
	
	


7.
MEDIA RESPONSE

Where did you see this post advertised or how did you find out about it?
	


8.
COMMENTS

Do you have any comments about our monitoring form?

	


Updated April 2011
APPLICATION FOR EMPLOYMENT

Perth Citizens Advice Bureau  
7 Atholl Crescent

Perth

PH1 5NG

CONFIDENTIAL

Please complete this form in black ink or type to enable clear photocopying.

Perth Citizens Advice Bureau wishes to ensure that comparison between applicants for posts is thorough, fair and in line with its Equal Opportunities Policy. It is therefore essential that you complete this application form fully as it will be used to assess whether you will be shortlisted for interview. CVs are not acceptable.
______________________________________________________________

POSITION APPLIED FOR: 

Benefits Support and Training Worker
SURNAME ........................……..

INITIAL/S .......................……….……

ADDRESS….........................……

TEL NUMBERS

………………………………………
DAY/WORK.....................……………

………………………………………
EVENING………………………………

……………………………………

May we contact you at work?       YES/NO

(Please delete)

______________________________________________________________

How much notice, if applicable, are you required to give to your present employers?

______________________________________________________________

Do you hold a current driving licence?    YES/NO (Please delete as applicable)

This question is only relevant to certain jobs; please refer to the job description.

______________________________________________________________

Please state where you saw this advert

Newspaper…………………………………
Job Centre………………………………….
Other (please detail)……………………….

______________________________________________________________

WORK EXPERIENCE
We want to know about your work experience, paid or unpaid. Please include your current/previous employment, voluntary work, or community activities, and time spent caring for dependants, etc, if appropriate.  Please start with your most recent experience.

	Name of Employer/ Organisation
	Dates
	Main tasks undertaken

	
	
	


EDUCATION
Please give general information on the education you have received, and highlight any which are particularly relevant to the post.  Please start with your most recent education. 

	Education
	Dates
	Qualifications

	
	
	


TRAINING

Please list any training which you have received, or are currently undertaking, which you consider relevant to the post.  Please start with your most recent training.

	Training
	Dates
	Qualifications (If applicable)

	
	
	


ADDITIONAL INFORMATION

In this section we would like you to give specific information in support of your application. Taking each point of the person specification, demonstrate how you have all the necessary skills and abilities. Please note that when shortlisting for interview the selection panel will consider only the information contained in your application form and will assess this against the person specification.

	1.



	2.



	3.



	4.




	5.



	6.



	7.



	8.



	9.



	10.



	11.



	12.      



	13. 



	14.




Continue on separate sheet if required.

Provisionally, interviews for this post will be held during the w/b 27th January 2014.  Please let us know if this will cause you any difficulties.

REFERENCES
Please provide below the names and addresses of two referees who can comment on your suitability for the post. If you have been employed, we would normally wish to seek a reference from your present or most recent employer.  

May we contact your present employer at this stage? YES/NO (Please delete)

Name ..............................……...

Name .................................………….

Position ............................……..

Position ..............................………….

Address ...........................……...

Address ..............................………….

..........................................……..

.............................................…………

..........................................……..

.............................................…………

TEL No……………………………

TEL No…………………………………

(For further information please refer to the ‘Notes for applicants’ sent with this form.)

I declare the information given on this form is correct to the best of my knowledge.

Signature ..................................................
Date .................................

Please return this form to



  

Mrs S Watts, Perth CAB, 7 Atholl Crescent, Perth PH1 5NG

sandywatts@perthcab.casonline.org.uk
Closing date for applications: 
12 noon Wednesday 10th June 2015
______________________________________________________________
