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Dear Applicant 

 
Thank you very much for applying for the Administration Assistant position at Chrysalis.  
 
Inside this application pack you will find your application form, a person specification and a 
job description.  
 
The person specification tells you what qualities and attributes are essential if you are to 
become an Administration Assistant at Chrysalis and which are desirable.  Desirable means 
they are not essential but it would be great if you had some of the things listed in the 
desirable column.  Essential means that your skills, qualities etc must be able to match with 
what we are looking for in the essential column.  
 
The job description outlines what the Administration Assistant role itself will include.  
 
Read both these documents carefully as they will describe what kind of person we are 
looking for.  You can then go on to tell us about yourself in the application form knowing 
what the job entails and what kind of personal skills are required.  
 
Questions about the application pack:  
If you have any questions about the job description, person specification or the your 
application form please contact Julie Walsh, Office Co-ordinator by telephone 016973 44751 
or e-mail info@chrysalis-cumbria.co.uk  
 
Please note the closing date for applications is 12noon on Monday 25th September 2017, 
with interviews scheduled for week commencing Monday 2nd October 2017. 
 
Don’t forget, if you don’t know much about Chrysalis and the work we do, find out.  Visit our 
website at www.chrysalis-cumbria.co.uk  
 
We are a charity and therefor have to save money where we can on administration.  We 
cannot use our funds on postage to tell applicants that they have been unsuccessful. Thank 
you for your understanding.  
 
Once you have applied we will be in touch if your application is successful.  
 
Thank you again for applying and good luck.  
 
Yours sincerely 
 

Lisa Wallace 
 

Lisa Wallace 
Human Resources 
 


