Date: As postmark/email
Dear Applicant

Post:  Bookkeeper – Clackmannanshire Citizens Advice Bureau
Thank you for your enquiry about the above post.

You will find enclosed/attached an application form together with a job description, person specification and equal opportunities monitoring form.  There is also some background information about the bureau.
In determining which applicants will be interviewed the Interview Panel will have regard to applicants who best fit the person specification so it is important that you use this as a guide when completing the application form.

Interviews will be held w/b 6th April 2015.   If you have not received an invitation by this date then unfortunately you have not been selected on this occasion.

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

The closing date for applications is Monday 30th March at 5pm and we would ask that you provide a telephone number where we can contact you day and/or evening.

Please submit your application online to JoanMcLaren@AlloaCAB.casonline.org.uk or by post to Joan McLaren, Deputy Manager, Clackmannanshire CAB, 47 Drysdale Street, Alloa, FK10 1JA.
Yours sincerely

Mrs Elma O’Neill
Chair, Board of Directors
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