July 2017
Dear Applicant

RE:

Advice Coordinator, 35 hours per week, (ac 357/17) 
Advice Coordinator, 25 hours per week (ac257/17
Thank you for your interest in the above position.  Please find enclosed the following:
1. Application Form and Equal Opportunities Monitoring Form 

2. Job Description

3. Person Specification

4. Background Information

Please be advised this post is a regulated position and therefore the successful applicant will be subject to a confidential Access NI Check.
The salary will be £25,694 for the full time position and pro rata for the 25 hour position.
Please also find enclosed, for your information:

· Citizens Advice Policy on the Recruitment of Personnel with a Criminal Record,

· Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information’ and

· Policy Statement for Access NI checks’.
The closing date for return of completed application forms is noon on Wednesday 9th August 2017.  Email applications will not be accepted and a hard copy should be sent to the address below:

The Director
Citizens Advice Belfast

Merrion Business Centre

58 Howard Street

Belfast

BT1 6PJ

Yours sincerely

Linda Williamson

Director
Encs.
