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Guidance Notes for Applicants
on:
· Completing the application form 
· Citizens Advice Southwark 
· Our Aims and Principles and Equality 

and Diversity Policy

Notes for applicants 

· Please read all the information provided before completing the application form. 

· The form should be completed on a computer or typed. 
· The information you provide in your application is the only information we will use in deciding whether or not you will be shortlisted for an interview. Please do not send in your CV or additional information as this will not be considered by the selection panel.
· Your application form is therefore very important and these notes are designed to help you complete the form as effectively as possible. This is part of Citizens Advice Southwark’s commitment to ensuring equal opportunities for job applicants. The enclosed person specification lists the minimum requirements for this post. When shortlisting for interview the selection panel will assess the information contained in your application form against the person specification. Use the Supporting Information section of the application point to address each point of the person specification in turn.   Demonstrate your abilities by telling us about your experience and giving examples.    Please indicate clearly which point you are covering 
· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles. It is therefore important that you use the space provided to demonstrate fully how you meet the requirements. Paid and voluntary work are not the only experiences worth quoting. Other life experiences and skills may be just as valid.
· One of your referees should be your present or most recent employer. If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do the job. This should not be a relative or purely personal friend.

· If you are shortlisted for interview, the selection panel will ask you questions based on the person specification which will cover the areas in more detail.
Additional points:

· Unless otherwise stated, all advertised posts are office based. 
· Salary increments up to the maximum point of the advertised salary scale are paid with effect from 1 April each year, subject to a minimum of 6 months’ service in post. Successful applicants will start on the bottom spinal point.
Information about Citizens Advice Southwark
Citizens Advice Southwark is an independent registered charity and member of Citizens Advice. We help people resolve their legal, money and other problems by providing information and advice, and by influencing policymakers.
Our bureaux in Peckham and Walworth provide free, confidential and impartial advice across all subjects. People visit the bureaux for advice during drop-in sessions and at other times by arranging appointments. We also have a telephone advice service and answer enquiries by letter and email.
In addition Citizens Advice Souhwark also has a number of specialist and project advice services.
We are also the lead agency in the Southwark Legal Advice Network. This project has the overall aim to improve access to quality assured advice services in Southwark for people in greatest need. 
We act as a critical friend to Southwark Council as part of our Forum for Equalities and Human Rights project. This project supports residents of Southwark by holding events for different community groups and identifying issues / concerns residents face and feeding back to the council. 

Citizens Advice Southwark supported over 29,987 clients in 2024/25 with 49,279 issues.   We also undertake social policy work and produce evidence on issues raised by client problems. This evidence is used to inform relevant authorities and organisations with the aim of solving problems at source. 

The Citizens Advice Southwark team consists of 47 paid staff and over 70 volunteers, who undertake advice, social policy, administration and reception work. The Service has a central management team reporting to the Chief Executive Officer who has overall responsibility for the Service. The Service is governed by a Trustee Board made up of volunteers with a range of experience and skills to lead and support the Service. 

Our quality marks include: meeting the Citizens Advice membership scheme quality stanadard for advice and organisational management; the Advice Quality Standard for general advice and casework in debt and welfare benefits; and the Specialist Quality Mark in immigration advice. 
The borough of Southwark is an area of great cultural and ethnic diversity. Our clients represent the whole range of Southwark’s population. Typically for an inner city area, there are high levels of poverty, unemployment and poor housing. Many clients are refugees or asylum seekers and many clients do not have English as their first language. Many clients have disabilities or problems with long-term illness. 
The Citizens Advice Service

The Citizens Advice service helps people resolve their legal, money and other problems by providing free information and advice, and by influencing policy makers

Our principles and aims

The Citizens Advice service provides free, independent, confidential and impartial advice to everyone on their rights and responsibilities.   It values diversity, promotes equality and challenges discrimination.

The service aims:

· To provide the advice people need for the problems they face 

· To improve the policies and practices that affect people’s lives

Introduction to Citizens Advice Southwark Equality and Diversity Policy

Citizens Advice Southwark is committed to providing a supportive and inclusive culture for: 

· all those who need our services

· our volunteers

· our staff and

· other stakeholders.

We recognise the positive value of diversity, promoting equality and fairness, and challenging discrimination.

We welcome our legal duties not to discriminate as a service provider and an employer. We aim to go beyond the narrow scope of legislative compliance and follow best practice, making equality, fairness and diversity a fundamental part of all our activities.

We recognise people with different backgrounds, skills, attitudes and experiences bring fresh ideas and perceptions, and we wish to encourage and harness these differences to make our services more relevant and approachable. 

 

Citizens Advice Southwark will not discriminate or tolerate discriminatory behaviour on the grounds of race, colour, sex, gender identity (transgender), disability, nationality, national or ethnic origin, religion or belief, marital / partnership or family status, caring responsibilities, sexual orientation, age, social class, educational background, employment status, working pattern, trade union membership or any other irrelevant factor.
Citizens Advice Southwark 
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