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Manager – Local Services


Thanks for your interest in working at Citizens Advice Plymouth. This job pack should give you everything you need to know to apply for this role and what it means to work at Citizens Advice Plymouth.  

In this pack you’ll find:
· Information about the organisation, team and role  
· What we are looking for (person specification)
· Our aims, principles, values and behaviours 
· Application guidance notes
· Application form 
· Equal opportunities monitoring form
· 3 things to know about us & the impact of Citizens Advice Plymouth 
· What it’s like to work at Citizens Advice Plymouth 
· Our approach to equality, diversity and inclusion 

If you want to chat about this role contact:
· Chris Williams Email: chris.williams@citizensadviceplymouth.org.uk 

To apply:
· Please complete the application form in full.
· Completed applications should be returned to: recruitment@citizensadviceplymouth.org.uk
· Please attach your application as a Word or PDF document (not a link).
Closing date: Thursday 18th June 2026 at 9am

Please note:
[bookmark: _Hlk210399214](1) We do not accept CVs. (2) We reserve the right to withdraw a vacancy at any time.
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[bookmark: _Hlk210399305]The role you’re applying for is to manage the Gateway team. We’re currently a team of 8 paid assessors and 8 volunteer assessors. 

The wider organisation includes around 200 staff, 40 volunteers, and 22 different projects. 
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The role 

You will lead the team of Gateway Assessors to work across multiple platforms, including digital channels, telephone, and face-to-face services. This is a fast-paced environment, and you will ensure consistent, efficient delivery of this essential part of our service to keep up with client demand. A core part of this responsibility involves using your excellent knowledge of data to monitor performance, identify trends, manage demand, and drive continuous improvement in the service. 

You will manage both paid staff and volunteers, ensuring they provide consistently high standards of information and customer service. This includes coaching, developing and mentoring your team as they deliver a holistic service to clients, and understanding the difference in law between paid staff and volunteers. 

You will oversee the day-to-day running of the project and act as the first point of contact for your teams for any next steps and support with safeguarding and questions. This includes full line management responsibility, carrying out all associated HR processes, and leading by example in line with the Citizens Advice Plymouth behaviour framework.

You may sometimes need to provide support across all projects within the department and remain flexible to meet the operational needs of the service.


This role is full-time in the office and does not have a hybrid working pattern. 
The employer for this post is Citizens Advice Plymouth. The role is 37 hours a week (9-5 Monday-Thursday and 9-4:30 on Fridays) on a permanent basis. Part-time hours will be considered. 
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Who we’re looking for 

[bookmark: _Hlk210399409]You will be an excellent people manager with experience inspiring and motivating teams to achieve high-quality standards and meet performance targets. You will care about people, understand what motivates individuals, and adapt your leadership style to get the best from your team. You will be confident producing data led reports, leading meetings, quality assessing advice work, and responding effectively to the evolving needs of the service.

You will ensure all policies and procedures are implemented consistently and fairly and work within Citizens Advice Plymouth’s aims and principles and regulatory frameworks. You will need to have the skills and knowledge to manage and support your team to provide information, support and guidance and be fully MAPS accredited to the appropriate supervisory standard. 

You will be a positive leader and have a passion for supporting and developing people. You will need to be emotionally intelligent and resilient and able to handle conversations about a wide range of potentially upsetting topics, including mental health issues, difficult life situations, domestic or financial abuse, and suicide. You will manage difficult conversations well and not be afraid to tackle difficult situations head on. You will be confident to deal with safeguarding and suicidal conversations with our clients and are either a trained Mental Health First Aider or willing to become one.

People who thrive in this role are able to adapt to change and competing priorities quickly and calmly – working with people means sometimes things don’t go the way you thought, but you will be someone who enjoys using your initiative to adapt if things don’t go as planned.  You will also be either a trained Fire Marshall or willing to become one.

You will be an excellent communicator – able to communicate assertively but calmly and compassionately, speak confidently to people at all levels of the organisation, and write clearly and concisely, avoiding the use of jargon where possible. You will take a non-judgmental approach and have the ability to accurately communicate messages and hold discussions to ensure transparency, consistency and understanding.

You will build strong relationships with stakeholders and develop different partnerships to ensure that all key performance indicators are exceeded.

You will have an excellent understanding of equity, diversity, inclusion and work to promote and enhance this through our organisation. You won’t be afraid to challenge staff, managers or leaders to help us remain legal, ethical and credible and make sure we are as equitable as possible in our people decisions. 

You will need to have excellent organisation and time management skills and be able to work at a fast pace. You will be able to use the Microsoft 365 package effectively, including Word, Excel, PowerPoint, Teams etc. as well as Casebook and other internal systems. You will be confident using data and pulling reports to look for patterns, trends, and report on the service. 

As an organisation we are open, honest and act with integrity and we expect the same from all our staff and volunteers. We treat everyone with dignity and respect, no matter who they are. You will understand the importance of confidentiality and data protection and will uphold the aims, principles and values of Citizens Advice Plymouth and proactively support and champion the charity in all areas of our work. 


Role Profile  

	Job title
	Manager – Local Services

	Reporting to
	Senior Operations Manager – Local Services

	Responsible for
	Gateway Assessors

	Starting salary
	£33,593.04

	Salary scale
	£33,593.04 - £34,747.44 - £35,709.44 - £36,786.88

	Hours
	37 hours a week (Monday – Thursday 9-5 and Fridays 9-4:30)

	Contract
	Permanent 

	Work base
	Full-time in the office at Cobourg House in Mayflower Street, Plymouth. 

	Main responsibility
	Details 
	% of time

	People management 
	· Manage your team in line with Citizens Advice Plymouth’s policies and frameworks, sorting out issues/problems as they occur.
· Undertake monthly one to ones and annual appraisals using the organisation’s performance management policy tools. 
· Celebrate the success of individuals and the team when performance is good.  
· Identify issues that require a performance conversation, using the performance management policy tools.
· Ensure all relevant policies and procedures are followed in line with Citizens Advice Plymouth’s behaviour framework. 
· Undertake sickness return to work interviews and Stage 1 and 2 meetings in line with Citizens Advice Plymouth sickness and absence policy. 
· Undertake informal complaint and informal grievance interviews using the grievance policy tools.
· Provide regular feedback to the Senior Operations Manager on the progress of individuals 
· Ensure any training needs are discussed with the L&D Manager 
· Manage any volunteers on the projects and support session supervision and quality assurance across the services.
· Provide cross-project support when required
	45%

	Service Delivery 
	· Lead a team of assessors, supporting them operationally during office hours 
· Conduct regular project performance reviews to ensure the service delivery meets key performance indicators (KPIs) set by our funders 
· Develop people to ensure they are working at their best, providing quality work and meeting reasonably set targets
· Ensure delivery of agreed level of service and sufficient staff cover by contributing to the forward planning of resources and tasks.
· Ensure that up to date processes and resources are available for the projects. 
· Ensure that clients are provided with the correct advice and options, based on the client’s need and Citizens Advice Plymouth’s resources.
· Monitor the quality of advice through call observations, and the QAA process 
· Encourage good teamwork and lines of communication between all members of staff.  
· Help develop and maintain standards of service delivery.
· Help with the continuing development of the service by feeding operational ideas to the Senior Operations Manager and Director of Operations. 
· Ensure that appropriate systems are developed and maintained for case recording, statistics, follow up work and quality control.
· Ensure that the team understand assessor competencies and manage the client journey from gateway to casework (where needed)
· Encourage a cross functional team with a “no silo” mentality.
	35%

	Reporting
	· Ensure that each client that accesses the service has been correctly recorded on Casebook and other systems.
· Keep up to date central records of performance weekly, monthly, quarterly, and annually. 
· Produce reports at the frequency requested by the funder and meet any reporting deadlines. 
· Ensure that the correct AICs and Tags are set up, so the Key Statistics report is correct when sending it to stakeholders 
	10% 

	Administration
	· Manage and maintain the team calendar ensuring good communication with points of contact at local Citizens Advice offices. 
· Maintain and monitor effective and efficient administrative systems
	5%

	Research & campaigns
	· Involve all staff and volunteers in research and campaigns work
· Encourage staff to understand the importance of research and campaigns work for clients
· Ensure your team are recording all expected and confirmed client outcomes for research and campaign purposes
· Appoint and support a research and campaigns champion
· Ensure training for the development of research and campaigns skills for all staff and volunteers 
	5% 

	You are also expected to:
· Be proactive with your own learning, keep up to date with legislation, case law, policies and procedures relating to debt advice and undertake appropriate training.
· Attend relevant internal and external meetings as agreed with your line manager
· Take personal responsibility for your own actions and for sorting out issues or problems that arise.
· Review and make recommendations for improvements to the service.
· Demonstrate commitment to the aims and policies of the Citizens Advice service.
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues.
· Comply with all Citizens Advice information assurance guidelines.
· Carry out any other tasks that may be within the scope of the role to ensure the effective delivery and development of the service.



A job description does not constitute a ‘term and condition of employment’. It is provided only as a guide to assist an individual in the performance of the job and is not included to be an inflexible list of tasks.
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Person specification

Essential criteria

[bookmark: _Hlk198046697]Top 6 essential criteria to be assessed at application stage. The rest will be assessed during interviews and interview tasks. 
1.  Comprehensive experience of how to support or lead a team of people in a supportive and wellbeing-focused way, while working in a targeted environment.
2. The capability to give and receive feedback objectively and sensitively with a willingness to challenge constructively. 
3. Experience of supervising or managing staff on performance and quality standards.
4. Proven ability to support, coach, develop and motivate people.  
5. Proven ability to have a difficult conversation when necessary and follow the organisation’s policies and procedures consistently, including the equality, diversity and inclusion strategy.  
6. Proven ability to work well across a management team and promote a ‘no silo’ mentality.
7. The ability to demonstrate resilience to be able to deal with difficult situations, including safeguarding and suicidal conversations.
8. MAPS accredited to the appropriate supervisory standard. 
9. Demonstrated understanding of the commitment to the aims, principles, values and ability to work within the Citizens Advice Plymouth Behaviour Framework.
10. Understanding of and commitment to the aims, principles, values and behaviour framework of Citizens Advice Plymouth, including our equity, diversity and inclusion strategy. 
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Our aims
· To provide the advice people need for the problems they face. 
· To improve the policies and practices that affect people's lives. 

Our principles 
· We provide free, independent, confidential and impartial advice to everyone on their rights and responsibilities. 
· We value diversity, promote equality and challenge discrimination. 

Our values 
· We’re inventive. We’re not afraid of trying new things and learn by getting things wrong. We question every idea to make it better and we change when things aren’t working.
· We’re generous. We work together, sharing knowledge and experience to solve problems. We’re open and honest and we respect everyone.
· We’re responsible. We do what we say we’ll do and keep our promises. We remember that we work for a charity and use our resources effectively.


Our Behaviour Framework
1. A commitment to the aims and principles of the Citizens Advice service in everything we do. 
1. A passion for encouraging open debate to resolve issues to improve our services to clients. 
1. To be open and transparent, with a commitment to following through on agreed actions.

1. To be a positive role model, bringing enthusiasm and a “can do” attitude into the working environment.
1. Admit to, be tolerant of, and learn from mistakes; they will happen, but repeated mistakes are a problem that need sorting.
1. Respectful & professional in all interactions with clients, colleagues & external stakeholders.
1. A commitment to teamwork, whilst recognising individual accountability.
1. To communicate effectively: ensuring that information and knowledge is shared across the organisation.
1. Ensure meetings are decision and/or idea focused with clear outcomes and/or solutions.
1. A passion for health, safety, wellbeing, and the environment underpinned by our policies.
While we remain legal, ethical and credible


Guidance notes for applicants

	Shortlisting for interview for this role will be made based on the information that you have provided on your application form.
The notes below are designed to help you make the best of your application and help us process it efficiently.
Please read the guidance notes before completing your application form.



1. The application form plays a key part in our recruitment and selection process, and we use the information you provide about your skills and experience to assess your suitability for the role.  

2. It is important that you complete the application form as fully and accurately as possible, please read the job description and person specification fully. 

3. Read the advert, job description and person specification to help you think about the job and what skills, qualifications and experiences you have which will be relevant.  Make sure that you draw our attention to them and show how they are relevant on the ‘Information, Experience, Knowledge’ section of the application form.

4. Person specification - information, experience, knowledge, skills and abilities: -

a) This is a key section of our application form which allows you to provide evidence of your experience, knowledge, skills, and abilities that are relevant to the role as described in the role profile.  

b) Selection is based on an assessment of the evidence you provide against the requirements of the role as set out in the person specification.


c) You should explain how your ability, skills and knowledge match those required in the first five points of the person specification. 

d) It is important that you tailor your response to clearly demonstrate how you meet each requirement.  No assumptions will be made about your achievements and abilities.  

e) In addition, please also provide a specific example for each point in the person specification.  You should choose examples of experience that clearly demonstrate what we are looking for and be precise about what you did and how you did it, the outcome and the result of your actions.

A useful guide for providing examples, may be the S.T.A.R, format.

· Specific – give a specific example
· Task – briefly describe the task/objective/problem
· Action – tell us what you did
· Results – describe what results were achieved

Please provide recent work examples wherever possible.  However, do remember that relevant examples from other aspects of your life, for example: voluntary or unpaid work, school or college work, family, or home responsibilities, can also be given.	

5. Please complete your application and return it by e-mail (as a Word document) no later than the closing date/time referred to in the advert.  If you return your application via e-mail, there is no requirement to send a hard copy.

6. We don’t accept CVs instead of a completed application form unless specifically stated in the advert.  

7. Use of AI: Artificial intelligence (AI) software such as ChatGPT, Claude, Copilot and Gemini can help you enhance your application and prepare for the process, but it is essential that if you choose to use them, you use them appropriately. You must not use them to provide misleading or false information at any stage of the application journey. While AI can help you prepare for an interview, you must not use it to create answers for the job application, assessment or interview. This ensures a fair selection process for all candidates where we assess everyone based on merit. Authenticity and honesty in your application is vital to determine whether you are a good fit for the role. We may reject applications where AI is used inappropriately at any stage of the process.
Disability
Please let us know if you require any adjustments to be made to the application process or would like to provide any information you wish us to take into account when we are considering your application.  If you are selected for interview, we will ask you to let us know if you have any access needs or may require reasonable adjustments to the interview or assessment (if applicable) at that stage.   Please be assured that we will be supportive in discussing reasonable adjustments with you at any stage of the recruitment and selection process.

Diversity Monitoring
Citizens Advice Plymouth recognises the positive value of diversity, promotes equality and challenges discrimination. We welcome and encourage job applications from people of all backgrounds.

Monitoring recruitment and selection procedures is one way of helping us to ensure that there is no unfair discrimination in the way that we recruit people.  To do this, we need to know about the diversity profile of people who apply for posts at Citizens Advice Plymouth.  This information is given in confidence for monitoring purposes only and is not seen by anyone responsible for making recruitment decisions.  However, if you would prefer not to answer any of the questions we ask, please leave them blank.

Shortlisting outcomes
All applicants must reach a shortlisting score of 60% (as a minimum) to be invited for an interview and must reach a score of 70% (as a minimum) at interview and 70% (as a minimum) in any assessment (practical task/test or assessment centre) to be appointed. Some positions may require additional assessments or second interviews.  If this is the case, further details will be provided if you are shortlisted.



	CONFIDENTIAL APPLICATION FORM

[image: Logo]Section 1
Please return applications by email to: recruitment@CitizensAdvicePlymouth.org.uk 

If posting, please send to:
HR Team, Citizens Advice Plymouth, 
Floor 3, Cobourg House, 
32 Mayflower Street,
Plymouth
PL1 1QX


	Please refer to the Guidance Notes for Applicants above before completing this application form.

We value diversity, promote equality and challenge discrimination.  We encourage and welcome applications from suitably skilled candidates from all backgrounds. 
 
Members of the recruitment panel will consider information you provide against the person specification for the role to decide whether you will be shortlisted for an interview. 

It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the person specification.  

If you do not complete the person specification section, you will not be shortlisted. 
Please note that CVs are not accepted.

	Candidate reference no (for office use only):
	

	Role applied for

	Job Title:
	Manager – Local Services

	Location:
	Plymouth PL1 1QX
	Job Reference:
	2627 003



	We will normally contact you by email.  
However, if you would prefer to be contacted by another method, please write this here. 
	








Personal information and address for correspondence

	First name(s)
	

	Last name(s)
	

	Pronouns e.g. she/her, he/him, they/them
	

	Address
	

	Postcode
	

	Personal email
	

	Mobile
	

	Telephone home
	

	May we contact you at work? 
	



Entitlement to work in the UK
To take up this post you must have the right to work in the UK.
Please note that Citizens Advice Plymouth only holds a sponsor licence for management roles and therefore cannot issue certificates of sponsorship under the points-based system for this role.













References
· Please provide the names, addresses, telephone numbers and email addresses of two people who may be approached for references.  One of these should be your present or most recent employer.
· References will only be taken up for successful candidates following the interview.
· If you are an internal applicant, please add your current line manager as a referee.
· The other referee could be someone who knows you in a work-related, voluntary or academic capacity.  Both referees should be able to comment on your suitability for the post applied for.
All job offers are subject to receipt of two satisfactory references. These must be received before the first day of employment.
	Referee 1

	Name
	

	Company Name
	

	Address incl. postcode
	

	Telephone
	

	Email
	

	In what context does this referee know you?
	

	Referee 2

	Name
	

	Company Name
	

	Address incl. postcode
	

	Telephone
	

	Email
	

	In what context does this referee know you?
	



If I am successful in my application for employment, I authorise Citizens Advice Plymouth to contact my referees named above for a reference.

	Signed:
	
	Date:
	


Section 2

Information, experience, knowledge, skills

Important Information

It is essential that you complete this section in full.
Please refer to section 4 of the guidance notes for further details.
· Please explain and demonstrate how you meet the essential criteria outlined in the person specification element of the job description.
· Please ensure that you address each of the first 6 criteria on the person specification, using the same order.
· Provide examples to support your explanations.
· Your application will be scored on your answers to how you meet the person specification. Not completing the section below will mean that you will not shortlist for the role.

Person specification 
	1. Comprehensive experience of how to support or lead a team of people in a supportive and wellbeing-focused way, while working in a targeted environment. 

	




	2. The capability to give and receive feedback objectively and sensitively with a willingness to challenge constructively. 

	




	3. Experience of supervising or managing staff on performance and quality standards.

	




	4. Proven ability to support, coach, develop and motivate people.

	





	5. Proven ability to have a difficult conversation when necessary and follow the organisation’s policies and procedures consistently, including the equality, diversity and inclusion strategy.  

	



	6. 
Proven ability to work well across a management team and promote a ‘no silo’ mentality.

	






Career History
· Please include your current / previous employment (including job training schemes), voluntary work, community activities, school placements, time caring for dependents etc.  
· Please put in date order, starting with the most recent.  
· Please ensure that you fully complete for all roles and include any gaps for career breaks. (Continue on a separate sheet if necessary).
	Name of employer:
	

	Address:
	

	Postcode:
	

	Position held:
	

	Employment dates (to / from):
	

	Reason for leaving:
	



	Summary of the nature of your role, and responsibilities:

	

	Name of employer:
	

	Address:
	

	Postcode:
	

	Position held:
	

	Employment dates (to / from):
	

	Reason for leaving:
	



	Summary of the nature of your role, and responsibilities:

	



	Name of employer:
	

	Address:
	

	Postcode:
	

	Position held:
	

	Employment dates (to / from):
	

	Reason for leaving:
	



	Summary of the nature of your role, and responsibilities:

	



	Name of employer:
	

	Address:
	

	Postcode:
	

	Position held:
	

	Employment dates (to / from):
	

	Reason for leaving:
	



	Summary of the nature of your role, and responsibilities:

	



	Name of employer:
	

	Address:
	

	Postcode:
	

	Position held:
	

	Employment dates (to / from):
	

	Reason for leaving:
	



	Summary of the nature of your role, and responsibilities:

	



· If you have worked or volunteered at Citizens Advice within the last 5 years, please provide further details below. 

· References will be taken up for successful candidates

	Name of employer:
	

	Address:
	

	Postcode:
	

	Position held:
	

	Managers and contact details:
	

	Employment dates (to / from):
	

	Reason for leaving:
	



	Summary of the nature of your role, and responsibilities:

	




Education History
Please give details of qualifications you have obtained from school, college, or university. If these are from a country outside of the UK, please state what level these are equivalent to in the English school system (e.g. Bachillerato – equivalent to A Levels)

	Subject
	Level
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Professional development
Please give details of any professional qualifications including membership of any professional bodies and any job-related training that you may have undertaken:



Advice

	Have you received advice from Citizens Advice Plymouth within the last 3 months
	YES   /   NO

	Having received advice from Citizens Advice Plymouth will not affect your application, all shortlisted applicants will be checked against our advice database to confirm your case record has been closed for 3 months before employment would commence.





Criminal Convictions
Having a criminal record will not necessarily bar you from working for Citizens Advice Plymouth – much will depend on the type of job you have applied for and the background and circumstances of your offence.  For some posts, an offer of employment will be subject to a Disclosure and Baring Service (DBS) check. If this applies to the post for which you are applying, this will be noted in the application pack. Please see Guidance Notes and Application Pack for further details.

	Have you had any previous convictions not regarded as spent under the Rehabilitation of Offenders Act 1974?
	Yes / No



If yes, please provide details of the offence and the date of conviction. This will not be shared with the interview panel:
	




Attachments

	· Have you attached any separate sheets or documents?
	

	· If yes, how many
	



A job offer will be subject to confirmation that you are permitted to work in the UK in accordance with the provisions of the Immigration, Asylum and Nationality Act 2006.  You will be asked to provide evidence of your entitlement to work in the UK if you are successful and an offer of employment is made.


Section 3

Diversity Monitoring
Please note this section will be detached before sending your application to the recruitment panel for shortlisting.
	Job Title:
	

	Job Reference No
	

	Candidate Reference No (office use only)
	


The Citizens Advice service is committed to valuing diversity and promoting equality.  We encourage and welcome applications from suitably qualified candidates from all backgrounds regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.
To achieve these aims we need to know about the diversity of people who apply to work in the service.  Please help us by providing the information requested in the form below
Data Protection Overview
If you are happy to provide it, we will use this information for the sole purpose of allowing us to monitor equality of opportunity and treatment as necessary to maintain or promote equality within Citizens Advice Plymouth.
The information you give us will be kept securely, won't be shared outside the service and is confidential.
It will not be seen by anyone responsible for making recruitment decisions or have any impact on you directly. 
If you are successful in your application and we require this information for other purposes, you will be asked to provide it separately - i.e. this form will not be used for other purposes.  
If you would prefer not to answer any of the questions we ask, please leave them blank.  If you would like us to stop using the information you provide, please contact us.  Thank you for your co-operation.
The following information will not be seen by the recruitment panel and will not affect your application
Age
Which age bracket do you fit into?  Put a cross in the relevant box below. 
	Under 25
	
	25-34
	

	35-44
	
	45-54
	

	55-64
	
	65 and over
	



Gender
What best describes your gender?  Put a cross in the relevant box or write in a preferred term.
	Female
	
	

	Male
	
	

	Non-binary
	
	

	I prefer to use another term (please write in)
	



Sexual orientation
What is your sexual orientation?  Put a cross in the relevant box or write in a preferred term.
	Bisexual
	
	Gay man
	

	Gay woman / Lesbian
	
	Heterosexual/straight
	

	I prefer to use another term (please write in)
	



Ethnic origin
How would you describe yourself?  Choose one section (A to E) and put a cross in the relevant box within it.
We use the agreed ethnic group descriptions as used in the Census: 
https://www.ethnicity-facts-figures.service.gov.uk/style-guide/ethnic-groups 
We recognise that these ethnic groups do not represent how all people identify. You are encouraged to write in your ethnicity using your own words if you don’t identify with any groups in the list.


	A.  Asian/Asian British
	Indian
	

	
	Pakistani
	

	
	Bangladeshi
	

	
	Chinese
	

	
	Any other Asian Background
   Please write in……………………………………….
	



	B. Black/Black British/African/ Caribbean
	African
	

	
	Caribbean
	

	
	Other Black, Black British or Caribbean background
   Please write in……………………………………….
	



	C.  Mixed/multiple ethnic groups
	White & Black Caribbean
	

	
	White & Black African
	

	
	White & Asian
	

	
	Any other mixed/multiple ethnic background
   Please write in……………………………………….
	



	D.  White
	English/Welsh/Scottish/Northern Irish/British
	

	
	Irish
	

	
	Gypsy or Irish Traveler
	

	
	Roma
	

	
	Any other white background
   Please write in……………………………………….
	



	E. Another ethnic group
	Arab
	

	
	Any other ethnic group
   Please write in……………………………………….
	



Disability 
A disabled person is defined under the Equality Act 2010 as someone with a ‘physical or mental impairment which has a substantial and long-term adverse effect on that person’s ability to carry out normal day-to-day activities.’ Long-term for the purposes of the act is 12 months or more. 

Do you consider yourself to be disabled under the Equality Act 2010?

	Yes
	
	
	No
	



The information on this form is for monitoring purposes only.  If you require any reasonable adjustments to be made in the recruitment process or at work subsequently if appointed, please make sure you tell us separately from this form.  We follow the social model of disability which believes that it is the barriers created by society which disable people.  We will use reasonable adjustments wherever possible to remove those barriers. 

Gender identity
Is your gender identity the same as the gender you were assigned at birth?  Put a cross in the relevant box.

	Yes
	
	
	No
	



Religion or belief
Which group below do you most identify with?  Put a cross in the relevant box.

	No religion
	

	Buddhist 
	

	Christian (including all denominations)
	

	Hindu
	

	Jewish
	

	Muslim 
	

	Sikh
	

	Any other religion or belief. Please write in……………………………………….
	





Where did you hear of this opportunity?

	Citizens Advice Plymouth website 
	 
	 
	Indeed 
	 

	National Citizens Advice website 
	 
	 
	University Job Board 
	 

	Internal News Board/Email 
	 
	 
	Charity Jobs 
	 

	Facebook 
	 
	 
	Other – please state below 
	 

	Linkedin 
	 
	 
	 

	Word of mouth 
	 
	 
	


 
What date (approximately) did you first see the vacancy advertised?

	





	
	
	



We value diversity, promote equality, and challenge discrimination	               Page 2 of 2
image1.png
citizens Plymouth

advice





image2.png




image3.png




image4.png




image5.png




image6.png




image7.png
citizens Plymouth

advice





