March 2010
Dear Applicant

RE: Policy Officer – Policy Development Directorate

CRC is totally committed to ensuring that all procedures used in the recruitment process are absolutely fair and satisfy the relevant legislation and guidelines on Fair Employment and Equal Opportunities, Race and Disability etc.  
To ensure that our procedures work effectively we would ask that all information, including the monitoring form, be returned to the HR Manager in our Belfast office.  Completed applications must arrive with the HR Manager at the offices of CRC no later than 12 noon on 22 March 2010 applications received after this time will be rejected.  
To allow us to compare candidates in an equitable fashion, short-listing is carried out on the basis of information provided on the application form alone.  For this reason CVs will not be accepted.  Accordingly we may choose to reject any forms which are not fully completed.
Only the original signed application form will be accepted.  Applications sent by fax or e-mail will not be accepted.  Please note that continuation sheets (if needed) are only applicable to answers in regards qualifications and employment history.  All other sheets will be disregarded and not considered by the shortlisting panel.
Once the shortlisting process is complete, we will be in touch with you to make you aware of the outcome.  Candidates who are chosen for interview may, as part of the selection process be asked to prepare a presentation.

Finally, in relation to the interview, should you have any particular building access requirements, we would be grateful if you could make us aware of these when returning your application form so that appropriate arrangements can be made.

Jo Adamson

Human Resources Manager
