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Date as postmarked

Dear Applicant

Job Pack for Employment Programme Officer

Thank you for your enquiry.  Please find enclosed:

1. Job Description

2. Person Specification

3. Application Form with Personal Information Sheet

4. Advice on how to complete the application form

5. Summary of Terms and Conditions

6. Proof of Eligibility

7. Disabled People at Work Option

8. Foundation Statement

9. Background Information Sheet

Applications must be returned to Recruitment at Community Action Derby by 12 noon on Wednesday 10 March 2010.  Interviews will be held on W/C 15 March 2010.  We will contact you if you have been shortlisted. 

It is essential that you pay particular attention to the person specification.  Please give examples of how you meet the criteria on the application form.  This will help the panel to assess you and ensure your chance of being invited for interview.

Please note, we will not consider CVs.
If you have any general information enquiries about this post or Community Action Derby please contact Rachel Hayward at Community Action Derby.  Any discussion with her will not form part of the selection process.

Thank you very much for your interest.  If you feel that your skills and experience match our person specification, I do hope you will decide to apply.

Yours sincerely

Janice Hopkins

HR Officer
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