[image: image1.jpg]



Job Information Pack

This pack contains the following information:

· Job details

· The application process

· Information about Drumchapel Citizens Advice Bureau 
· Job Description

· Person Specification
· Application Form.

Job details

Job title
Office Manager / Assistant Training Officer (Fixed term, Full Time) 
Reporting to   Manager 
Location
195C Drumry Road East Glasgow G15 8NS

Employer
Drumchapel Citizens Advice Bureau 


195C Drumry Road East Drumchapel G15 8NS
Salary:
£24,755+7% Key holding Duties per annum
Benefits:
25 days annual leave and 10 public holidays and a 5% contributory pension scheme
Hours:
35 hours per week
The application process

Application deadline: 5pm on Friday 14th August 2015
Interview dates:
  Monday 31st August & 1st September 2015.
Interview location:
Drumchapel  CAB
Interview format:
approx. 45 min interview


Please email completed application forms to HughO’neill@drumchapelcab.casonline.org.uk, alternatively by post marked ‘Private and Confidential’ to:

Hugh O’Neill 
Manager 

195C Drumry Road East

Drumchapel 

Glagow G15 8NS

About Drumchapel Citizens Advice Bureau 
The Citizens Advice Bureau Service was first established over 70 years ago in 1939. Drumchapel Cab is now in its 50th year serving the residents of Drumchapel and the surrounding area. There are 8 Cabx in the Glasgow area. 
Over the years our capacity has grown to meet the growing need for our services. At present we have approx. 10 staff and approx. 35 volunteers who deliver advice and information to almost 2,000 clients on approx. 8,000 issues annually
The service we deliver is Free, Confidential, Impartial and Independent on a wide range of issues including:

· Debt and money

· Welfare Rights
· Housing

· Financial Capability
· Consumer issues

· Immigration 

· Employment and workforce problems 

· Relationship and family issues

· Discrimination

· Health services

· Legal rights & responsibilities

We are a registered charity and well respected organisation. We enjoy high levels of client satisfaction and the Citizens Advice Scotland training programme is widely recognised. Our volunteer workforce and paid staff are fully committed and motivated striving, with limited resources, to provide the advice sought by thousands of clients each year.

For a full overview of all our services and current work, please visit the CAS website at: www.caslink.org.uk
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