[image: image2.png]





  [image: image2.png]
                          
    

Position:



           Programme and Post Policy Team

                                                                 Manager

Term:





Permanent
Location:




Edinburgh 
Salary:




circa £29,000 - £32,000 per annum 
Reports to:




Consumer Future Unit Manager
Line manager responsibility:

one Policy Officer
Date:





May 2017

Budget responsibility:                          

Responsible for budget setting and day to day management of the CFU post budget, subject to sign off by the CFU Manage.
About CAS
Citizens Advice Scotland, our 61 member bureau and our consumer helpline together form Scotland’s largest independent advice network. We help more than 300,000 people solve their problems each year in communities everywhere from city Centre’s to the Highlands and Islands. We look at the problems people bring to our advice services and campaign for change where it’s needed most. We work for a fairer Scotland where people are empowered and their rights respected.
Background
Part of the Consumer Futures Unit (CFU) of Citizens Advice Scotland (CAS). The CFU represents consumers in the energy, post and water sectors. This job leads the CFU’s post team and manages activity relating to the overall CFU programme.
Main Purpose of Job
The Consumer Futures Unit of CAS is responsible for fulfilling consumer advocacy duties in the regulated industries of energy, post and water. The Post and Programme Policy Team Manager is an active role, leading the consumer research, policy work and advocacy relating post in Scotland and also activity relating to the overall CFU programme. The post holder will be required to take a strategic overview of issues and take forward the CFU’s activities in relation to them, ensuring effective consumer representation.
Key Accountabilities:

· Working with the CFU Manager, to set the strategic direction of post sector work, taking into account the broad context of policy and consumer issues. 

· To co-ordinate the development of the CFU’s annual work plan, and on reporting on progress against it, including the Annual Report.  

· To lead the post team’s advocacy work, and support other team managers in co-ordinating the CFU’s other advocacy work, building and maintaining constructive relationships with policy makers, politicians, regulators and other relevant public, private and third sector organisations in order to effectively represent consumer interests and influence change for the benefit of consumers. 

· To be an ambassador for the CFU, carrying out media interviews, speaking at relevant events and providing evidence to parliamentary committees to promote consumers’ interests.

· To work with the CFU Researcher on research in the interests of current and future consumers, using appropriate analytical frameworks, methods and tools.

· To lead on the development of cross sector policy in the interests of current and future consumers, building and maintaining a strong working knowledge of policy issues in relation to regulated markets.

· To manage the production of briefings, publications and consultation responses as appropriate, in accordance with the annual work plan and in conjunction with other teams where needed.

· To line manage the CFU Post Team, including setting out and agreeing an individual work programme for each member of line managed staff, conducting supervisions and appraisals and identifying and meeting any continuing professional development needs of individual members of line managed staff.

· To manage and regularly report on the post team budget.

· To undertake any other duties as may be reasonably requested by the CFU Manager.
Authorities and Limitations:

· Authority to represent the organisation in public settings, including giving evidence in Parliamentary Committees, representing the organisation in working groups and in meetings with civil servants, politicians, and private organisations, subject to sign off by the CFU Manager.  

· Authority to represent the organisation in the national and local media, subject to sign off by the CFU Manager.  

· Authority to set out and agree an individual work programme for post team members, ensuring an equitable share of the duties and identifying and meeting any training needs of individual members of line managed staff, subject to sign off by the CFU Manager.  

· Authority to manage the post budgets, subject to sign off by the CFU Manager.
Problem Solving: 
· Analysing the potential impact of changes in legislation, policy and practice on regulated industry consumers in Scotland, and the organisation’s response.

· Developing and implementing strategies and plans to influence Government, politicians, private organisations and the general public.

· Developing partnerships with key contacts in a range of sectors, including politicians, civil servants, private companies, and the third sector, in order to promote our work.

· Managing staff capacity to fulfil the post team’s remit.
The above job description is not exhaustive and is clarified to include broad duties inherent in the post. Evaluation and development of this post may, in time, indicate a need to revise duties herein. 
Person Specification:

	
	Essential
	Desirable

	Qualifications and Attainments

	· Degree or relevant professional qualification in a related discipline, or substantial work experience at a level demonstrating graduate ability.

· Demonstrable experience in a similar post involving strategic planning, project delivery, policy and advocacy, and accountability for outcomes.
	

	Knowledge and Expertise
	· Demonstrable experience of acting in an ambassadorial role with government, parliament and industry audiences influencing external policy and decision making.

· Knowledge and understanding of regulated industries in Scotland.

· Knowledge of consumer issues and the policy environment at Scottish and UK levels.

· Experience of analysing policy documents and writing research reports.

· Experience of line management.

· Experience of setting and managing budgets.
	· Experience of leading a team.
· Experience in dealing with the media.

	Additional Requirements
	· Excellent written and oral communication skills including an ability to analyse complex material and present the results in a clear and concise, easy-to-understand and accessible manner. 

· Analytical thinker with an ability to identify and develop innovative research and policy projects on behalf of consumers.

· Good judgement and ability to manage own workload whilst remaining alert to the need to consult with and update senior staff as appropriate.

· Ability to work as part of a team.
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