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Date as postmark
Dear Applicant,

Thank you for your interest shown in the Learning & Skills Development Worker position we recently advertised in Northamptonshire. 

The post is with the Northamptonshire Skills and Learning Consortium (NSLC). 
NSLC is part of a larger charitable company called Enable (based in Nottingham). 

Enable is the Nottingham and Nottinghamshire Voluntary and Community Sector Learning and Skills Consortium. 
The post holder will be employed by Enable. At a local level the post holder will be representing NSLC and undertaking work on behalf of NSLC.
Please find enclosed:

· Our Equal Opportunities Policy & Diversity Statement

· Guidance notes for applicants

· Job Description

· Person Specification

· Application Form

· Equal Opportunities Monitoring Form
Ensure your application addresses the person specification for this post, as these are the key criteria examined when we evaluate any application.
Please return your completed application, in your own envelope with sufficient postage to: The Office Administrator, Enable, Nottingham Voluntary Action Centre, 7 Mansfield Road, Nottingham NG1 3FB
Please ensure your application arrives with us by the closing date quoted in the advert.

I wish you luck and look forward to receiving your application.

Yours sincerely

EQUAL OPPORTUNITIES AND DIVERSITY IN EMPLOYMENT

Policy

ENABLE intends to be a good equal opportunities employer, not only obeying the law, but also implementing good practice to be able to demonstrate fair and effective employment practices.

ENABLE recognises that certain groups of people experience discrimination in employment, is opposed to this situation, and is firmly committed to combat all forms of unfair discrimination, and to take steps to ensure that its practices are fair and equitable, such that no employee or volunteer experiences unfair or unlawful discrimination.

Legislation

The Board of Trustees of ENABLE, as employers, is aware of their legal obligations under anti-discriminatory legislation which includes, but not limited too:-

· Equal Pay Act, 1970
· Rehabilitation of Offenders Act, 1974
· Race Relations Act, 1976
· Sex Discrimination Acts, 1975 and 1986
· Disability Discrimination Act, 1995
· Employment Equality (Sexual Orientation) Regs. 2003
· Employment Equality (Religion or Belief) Regs. 2003

They must also obey other legislation regarding employment, for example the Health and Safety at Work Act, 1974, and the Asylum and Immigration Act, 1996, under which it is a criminal offence to employ someone who is not entitled to work in the UK.

Encouraging Diversity

ENABLE seeks to:-

· carry out fair and effective staff recruitment from the widest possible pool of talent and select the best candidate on merit, without personal or other bias
· create an environment where all talents, even those that do not initially fit the established way of doing things, are used to the full to make the organisation more effective

· understand the support needs of different groups of staff and how to develop them to meet  agreed performance targets

· be aware of different work patterns and choices among existing and potential staff and help the organisation to develop good practices

· appraise staff effectively and without prejudice, and make good post appraisal decisions

· be a role model for healthy ways of relating to and working with people of different races, genders, sexual orientation, etc.,
Guidance Notes for Applicants

We are committed to a fair selection process.  We try to do this by having a person specification for each job.  By describing how you meet the person specification in the application form will enable us to decide if you are shortlisted for an interview.  Only applicants who demonstrate that they meet all the essential points in the person specification will be interviewed.  Below are some guidance notes on completing the form.

· Read all the application pack carefully before completing the form.

· Please make sure you fill in the whole form with specific dates where relevant. Avoid using the words ‘see attached’ where ever possible.

· In the section where you are asked about your skills, knowledge and experience answer each of the criteria in the person specification point by point.

· When you address the points in the person specification, try to give clear examples of how you meet the criteria and how your skills/knowledge/experience would be relevant to this role.

· Before returning the application, read through it carefully and take a copy for yourself.

· Please do not enclose a C.V. as this will not be used as part of the selection process.

· Please return your completed application, in your own envelope with sufficient postage.

If you have any queries about Enable, the post you are applying for, or our recruitment process, give call us on 0115 934 9543 between 9.30 am and 4.00 pm or email enquiries@enable.uk.net
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