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Citizens Advice Scotland

Scottish Association of Citizens Advice Bureaux

APPLICATION FORM WITH GUIDELINES

Member Bureaux work together through the Association to provide the best possible advice service to their clients, and the Association works to provide the best possible support services to Bureaux. Together, member Bureaux and the Association combine their knowledge and expertise to make a significant impact on social policy.

You should attempt to answer all relevant questions as fully as possible and it is strongly recommended that you read the guidelines.

The information you provide in your application form is the only information we will use in deciding whether or not you will be shortlisted for interview. Your application form is therefore very important and the guidelines are designed to help you to complete it as effectively as possible.  

Please note that this form is designed to be filled in electronically and the boxes will expand as you type. If you wish to write your application by hand, please request the appropriate form from 0131 550 1000 or email recruitment@cas.org.uk 
1.
Personal Details

	a)
	Job Reference
	

	
	
	

	
	Post for which you are applying
	

	
	
	

	
	Where did you see this post advertised?
	


	b)
	Name
	

	
	
	

	
	Address for correspondence
	


c) 
Guidelines:  If we need to telephone you at your place of work we will not identify why we are calling.

	Telephone (Day) 
	

	
	

	Telephone (Evening) 
	

	
	

	Telephone (Mobile)
	

	
	

	Email Address
	

	
	

	If successful, how soon would you be able to start?
	


Sections 2-5 provide the information on which we decide whether or not to invite you for interview. It is therefore important that you complete all sections fully. You should read the accompanying job description and person specification and consider carefully whether your experience matches what we are looking for.

2. 
Education and Training

Guidelines:  Please tell us about your education. It is not necessary to list every qualification you have achieved but you may wish to include your highest level qualifications and any others which are particularly relevant to the post. You may be asked to provide proof of qualifications during the application process. 
	Subject
	Level/Qualification
	Date Gained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


You can add additional rows, if required, by placing the cursor in the last row and column and pressing the tab button.

Please list any training which you have received or are currently undertaking which did (or did not) lead to a qualification but which you consider relevant to the advertised post. 
	Course
	Course provider
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


You can add additional rows, if required, by placing the cursor in the last box and pressing the tab button.

3. 
Current Experience

Guidelines:  You should include details of your current or most recent employment.  It is sufficient to outline the main duties and responsibilities of your post.
	Name and Address of Current/Most Recent Employer
	

	Position Held
	

	Dates Employed
	

	Present /Most Recent Salary
	

	Brief Description of Duties and Responsibilities 



Guidelines:  Much of what you do now may be relevant to the advertised post, even if it is not paid employment.  Please ensure that you tell us about it below.
	If you are not currently in paid employment, please describe what you are doing at present eg voluntary work, studying, working in the home, etc  

.



4. 
Skills and General Information

Guidelines:  This is the most important section and will give us specific information in support of your application. You must be able to demonstrate on this application form and at interview, if shortlisted, that you can satisfy each and every aspect of the Person Specification. You must number your answer in relation to each point in the Person Specification.  

It will not be sufficient to duplicate what the Person Specification states. For example, if the Person Specification asks for "ability to" or "commitment to", you will be required to demonstrate positively your ability, commitment, etc. with specific reference to examples from your academic, professional, voluntary or personal experience.

We require all our staff to abide by the twin aims of the CAB Service and to have a commitment to our Equal Opportunities statement. 
	Please tell us why you are applying for the post. You must address every aspect of the Person Specification 



5. 
Previous Experience

Guidelines: This section should be used to tell us about relevant previous experience, whether from paid or unpaid employment. 

	Please list previous experience in reverse date order with most recent employment first. For each employment you should include: 
Dates employed 
Name and Address of Employer 
Position Held 
Brief description of duties and responsibilities 
Reason for Leaving 


6. 
References

Guidelines: Employment at Citizens Advice Scotland is subject to receipt of satisfactory references and you will not be able to take up employment with us until we have received satisfactory written references for you. If for any reason references are not satisfactory, we will contact you.  

If you, or your referees, are unable to verify information which is relevant to your appointment then we reserve the right to check it ourselves.
	Please supply details of at least two referees. These should include all your employers in the past three years. Any personal referees should not be relatives or purely personal friends.  For each referee you should include:
Name 
Occupation 
Email Address 
Address for correspondence 
Telephone Number  


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

I consent to Citizens Advice Scotland checking any information I am unable to personally verify.

Signed (type name):

Date: 

Please return, marked "Application Form" to: 

Recruitment Section 
Citizens Advice Scotland

1st Floor Spectrum House

2 Powderhall Road

Edinburgh

EH7 4GB.
Or email to:  recruitment@cas.org.uk
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