19 June 2006

Dear Colleague

PERSONAL ASSISTANT TO THE CHIEF EXECUTIVE

Thank you for requesting an application pack for this post, which I am pleased to enclose. The pack contains:

•
the Job Description and Person Specification;

•
a Brief Statement of Conditions of Service;

•
the Application Form;

•
an Equal Opportunities monitoring form to be completed and returned with your form; these will be kept separately once they arrive at our offices.

Please read the enclosures carefully and, if you wish to apply, please refer to the job description and the person specification when completing the form.

The closing date for return of completed forms is Noon,  Friday 7 July 2006 and the interviews will be held at these offices on Friday, 21 July 2006. Shortlisted candidates will be contacted by telephone.  Please note that we will not accept CVs, faxed or e-mailed applications.  Unfortunately, we are unable to write to unsuccessful candidates.  If you have not heard from us by 6.00 pm Friday, 14 July 2006 you should assume that, regrettably, you have not been successful on this occasion.

We are expecting the successful individual to start in the first week of September 2006.

Thank you again for your interest in our work and, if you decide to apply, good luck!

Yours sincerely

Bharat Mehta

Chief Executive

Encls.


