

POLICY STATEMENT ON RECRUITMENT





Parkhead Citizens Advice Bureau is committed to promoting diversity and inclusion. We offer a range of family friendly, inclusive employment policies and flexible working arrangements to support all our staff. We are also committed to equality of opportunity for all and applications from individuals are encouraged regardless of age, disability, sex, gender reassignment, sexual orientation, pregnancy and maternity, race, religion or belief and marriage and civil partnerships.  All employees are given equal opportunity and access to training appropriate to their role to enable them to develop their skills and competence


[bookmark: _Toc264558]General Data Protection Regulation

Parkhead Citizens Advice Bureau is aware of its obligations under the General Data Protection Regulation (GDPR) and is committed to processing your data securely and transparently. Applicants who are not successful will have their data retained securely for 12 months after which it will be destroyed. We retain the information in case the post holder leaves and we wish to re-contact you and offer you a further opportunity or if there is any requirements to look at the recruitment process. 
You have the right to request that your information is destroyed at any time should you wish.  

☐ I confirm that I have read and understood the above


IMPORTANT NOTES FOR APPLICANTS 

PLEASE READ PRIOR TO COMPLETION OF THE APPLICATION FORM


Parkhead 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 short-listed for interview.  

Please refrain from supplying on this application form (except for the first page) any names or personal information which could identify your gender or ethnic origin.   

Continuation sheets should have your initials on them if you are worried they may become separated from the application form.   

Please note curriculum vitae will not be accepted as an alternative to completing the application form.

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 personal friend.

The enclosed person specification lists the minimum requirements for this post.  When shortlisting 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 of the post.  Paid and voluntary work are not the only experiences worth quoting.  Other life experiences and skills may be just as valid.

If you are shortlisted for interview, the selection panel will ask you competence based questions based on the job description and person specification.









[bookmark: _Toc264560]Right to Work in the United Kingdom

All employees must be able to demonstrate that they are legally entitled to work in the United Kingdom. 

In order to apply for employment with Parkhead Citizens Advice Bureau, you must declare that you have the right to work in the United Kingdom and that, if successful, you will be able to provide the necessary documentation (typically a passport or a birth certificate, together with your National Insurance Number).

By completing this application form, you are declaring that you are legally entitled to work in the United Kingdom.

Please state below, by selecting the statement that applies to you, if there are any restrictions or limitations on your legal right to work in the United Kingdom.

	☐ 
	
I confirm that I have the right to work in the United Kingdom without restriction.


	☐ 
	
I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I have no restrictions or limitations on my Visa.


	☐ 


	
I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I am restricted to (please detail any restrictions or limitations on working in the UK):
______________________________________________________________________________________________________________________________________________________________________________________________________





If you have had any breaks in your employment (for example family commitments, travel and periods of unemployment) please give the dates to and from and a full explanation. 

	Dates
	Reason for break

	
	 

	
	 

	
	

	
	 

	
	 



PARKHEAD CITIZENS ADVICE BUREAU



CONFIDENTIAL

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



POSITION APPLIED FOR:     	 



NAME:  
(only your initials will be on the shortlisting for interview information)



ADDRESS:	    
	

		
			


TELEPHONE NO	HOME:                  

                                 WORK:     

                                   May we contact you at work?    YES/NO

EMAIL ADDRESS:		

(We will use this as our preferred means of contact)





If offered this position when could you start work?



REFERENCES

Please give below the names, addresses and daytime telephone numbers 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.    We will only take up references following interview and if you have been offered the post.


Name:							Name: 


Position held:					Position held: 


Address: 						Address: 

						
	


Phone:      						Phone:     
Email:  						Email:


Parkhead Citizens Advice Bureau is registered under the Data Protection Act to hold personal information including information regarding all applicants to the organisation.  By signing below you are agreeing to Parkhead Citizens Advice Bureau holding your personal details.  This information will be kept confidential.



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

Signature 							Date  

email your completed application to info@parkheadcab.org.uk  or send by post to Recruitment, Parkhead Citizens Advice Bureau, 1361 Gallowgate, Glasgow, G31 4DN 

Please mark the envelope "CONFIDENTIAL"



Closing date for receipt of application: Monday 14th July 2025
Provisional/Likely date for interviews:  to be confirmed 
[bookmark: _GoBack]





WORK EXPERIENCE

We would like 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.    

	
DATES
	
NAME OF EMPLOYER/
ORGANISATION
	
MAIN TASKS UNDERTAKEN
	
REASON FOR LEAVING

	
	




























	
	










































EDUCATION AND TRAINING

EDUCATION - Please provide general information on your education and qualifications and highlight any which you feel are particularly relevant to the post.


	
DATES
	
EDUCATION
	
QUALIFICATIONS ACHIEVED


	
	
	



TRAINING - Please provide information on any training you have undertaken, or are currently undertaking, which you consider relevant to the post.


	
DATES
	
TRAINING
	
QUALIFICATIONS ACHIEVED
(if applicable)

	
	
	



ADDITIONAL INFORMATION

In this section we would like you to give your reasons for applying for this post.     Bearing in mind the job description and person specification, please indicate what experience, skills and interests you would bring to this job.    

(Please continue on an additional sheet if required).











































