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 Dear Applicant
 
Re: Senior Administrator– 36.25 hours (SA722)

Thank you for your interest in the post of Senior Administrator with Age UK Sheffield. 

Please find enclosed an information pack containing the following: 
· Job Description 
· Person Specification 
· Background information 
· Application Forms 
· Equal opportunities monitoring form 
· Job applicant privacy notice 

[bookmark: _GoBack]When completing your application please include all relevant experience, including any you have gained outside paid employment. Completed application forms should be returned by 5pm Friday 13th August  to recruitment@ageuksheffield.org.uk  
Interviews will take place on Thursday 19th August

Please note this post will be subject to a DBS check. 

As a charitable organisation it is incumbent upon us to keep all overheads to a minimum, so it is regretted we shall only contact to those candidates who have been selected for interview. 

I thank you for your interest in this post and look forward to receiving your completed application. 

Yours sincerely 

Teresa Barker 

Chief Operating Officer 
Enc

Age UK Sheffield	t 0114 250 2850
First Floor		f 0114 250 2860
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Working with and for older people in Sheffield

President: Mr NJA Hutton MBE 	Vice President: Prof. A Walker, G Moore, Mrs R Wilson 		Chairman: Mr D Campbell	Chief Executive: Steve Chu 
Age UK Sheffield is a registered charity (1108413) and company limited by guarantee. Registered in England and Wales number 5207254. 
Registered office: First Floor, South Yorkshire Fire & Rescue, 197 Eyre Street, Sheffield, S1 3FG.
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