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Notes for Applicants – Completing the Application Form

Thank you for your interest in working with Drumchapel Citizens Advice Bureau.

These notes are intended to help you complete your application form and understand our recruitment process.

Completing the Application Form

· Please complete all sections of the application form. Incomplete applications may not be considered.

· You may complete the form electronically or by hand, but please ensure all information is clear and legible.

· Please do not send a CV. Only completed application forms will be considered.

Providing Information

· The selection panel will assess your application against the job description and person specification.

· It is important that you clearly demonstrate how you meet the essential criteria for the role.

· Please provide relevant examples from your work, volunteering, or other life experience.

· Do not assume that the panel will infer your skills or experience from job titles alone.

References

· Please provide details of referees covering your recent employment or education history.

· One referee should normally be your current or most recent employer.

· Referees will only be contacted following a conditional offer of employment and with your consent.

Equality and Fair Recruitment

· Applications are assessed solely on the information provided and against the requirements of the role.

· We are committed to fair and unbiased recruitment and do not consider personal information unrelated to the role.

Data Protection

· Your personal data will be processed in accordance with our Privacy Notice for Job Applicants.

· This explains how we collect, use and store your information during the recruitment process.

Right to Work in the UK

· If you are successful, you will be required to provide evidence of your right to work in the United Kingdom before employment can begin.

Safeguarding

· Drumchapel Citizens Advice Bureau is committed to safeguarding clients and staff.

· Appropriate pre-employment checks, including references and where applicable criminal record checks, will be carried out.

Reasonable Adjustments

· If you require any reasonable adjustments to take part in the recruitment process, please contact us using the details provided in the application pack.

Further Information

· If you are shortlisted, you will be invited to attend an interview where you will be asked questions based on the person specification.

· If you have any questions about the application process, please contact:
Laura McMahon – Laura.McMahon@DrumchapelCAB.casonline.org.uk
Additional Information (Adviser Roles Only)

For certain adviser roles involving immigration advice, additional regulatory requirements may apply. Further information will be provided where relevant.

