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                 	Application for Internally Advertised Post

                CONFIDENTIAL WHEN COMPLETED

Please complete this form in black ink or type to enable clear photocopying, and return it to the Office Manager a post held by Nadia Waite.

Please refer to Guidance Notes for Applicants before completing this application

We value diversity, promote equality and challenge discrimination. We encourage and welcome applications from suitably skilled candidates from all backgrounds. Members of the recruitment panel will consider information you provide against the person specification for the role to decide whether you will be shortlisted for an interview. It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the person specification. 

Please note that CVs are not accepted.  

In line with Citizens Advice South Somerset’s Equal Opportunities Policies, the information you provide on this form is the only information we will use in deciding whether you will be shortlisted for an interview.  It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the person specification.  Please note that CVs are not accepted.

Position applied for: ___________________________________________________

Surname/family name:   _____________________  First name: ________________

Telephone No: ___________________________

Persona email: ___________________________
 














	
SUPPORTING INFORMATION

In this section we would like you to give specific information in support of your application.

Please give a brief (maximum 300 words) explanation of what you would bring to the role and why you are interested in the position.  If you need a continuation sheet please label this clearly with your name and the post applied for.









































Taking the points of the person specification, demonstrate how you have the necessary skills and abilities.  Please note that there may be more or fewer points on the person specification than are listed on this form and add to the form as appropriate.
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11. (add extra rows where necessary)



	Declaration

	Data Protection Statement: 
I consent to this information being processed and stored for the purpose of recruitment and selection at Citizens Advice South Somerset,  and if appointed, for the purposes of employment at Citizens Advice South Somerset.
 
I confirm that to the best of my knowledge, the information I have provided on this application form is true and correct. I understand that if appointed on the basis of false information contained in this form, I may be summarily dismissed.

How we will use your information
The information you give us on the application form will be used to help us decide whether to interview and recruit you as a member of staff - this is our ‘legitimate interest’ under data protection law. It will only be seen by staff involved in the recruitment process, and will be stored securely. 

If you are recruited, we will retain your contact information in order to involve and support you. We will also collect additional information, such as next of kin details, and over time records of training, support meetings and where relevant, appraisals. Again, it will be kept securely, and only those people who need to see your information in order to involve you will have access to it.
All use of applicant’s information will be relevant to their involvement, and may include:
· Contacting applicants when necessary
· Making reasonable adjustments to improve accessibility
· Monitoring statistical details of our applicants
· Providing ongoing support to applicants
· Addressing problems or complaints

	If you are sending your application form by email, please mark this box ☐
(as a substitute for your signature) to confirm that you agree to the above declaration. 



[bookmark: _GoBack]I declare that the information given on this form is correct to the best of my
knowledge and acknowledge that by signing this form I give my consent to
sensitive personal information being recorded and stored.



Signature _______________________________________ Date ______





Please return this application form to Nadia Waite marked Private and Confidential 
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