CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION



JOB DETAILS 

	Job Title


	Policy Officer

	Section


	Policy and Communications

	Location


	Edinburgh

	Reports To


	Policy Manager

	Work Pattern


	Full time hours: 35 hrs per week

	Status


	Permanent

	Date


	November 2014


BACKGROUND

	General


	

	Staff


	No staff management responsibility 

	Budget


	No budget management responsibility


JOB PURPOSE

	To effect changes which benefit CAB clients by influencing policy and decision makers in government and the private sector, and to develop capacity to carry out policy work within the CAB Service.


KEY ACCOUNTABILITIES

	1. To influence policy makers in the public, private and third sectors, including politicians, to deliver change in relation to legislation, policies, procedures and practices which impact upon CAB clients, consumers and the Scottish CAB service
2. To contribute to regular communication with CAB on policy activities and promote the development of capacity for local policy work in CAB

3. To prepare reports on issues of concern to CAB clients, consumers and the Scottish CAB service using evidence from the CAB case recording system and other sources

4. To promote research findings via internal and external publications and presentations

5. To cooperate on policy work with Citizens Advice England and Wales and other like-minded organisations  

6. To respond to consultations, prepare written briefings for politicians, give oral evidence at parliamentary committees, and prepare submissions to Scottish and UK Parliaments
7. To assist the Policy Manager in planning the work of the policy team and reporting on progress towards objectives

8. To assist the Policy Manager in setting and monitoring budgets

9. To prepare papers and participate in the Policy Forum as required by the  Policy Manager

10. To identify media opportunities and carry out media work as a spokesperson for CAS on policy issues

11. To cooperate with other CAS staff and teams on policy issues
12. To undertake such other duties as may reasonably be requested by the Policy Manager



AUTHORITIES AND LIMITATIONS

	1. Day to day discretion in work planning and execution within overall team plans
2. Initial work proposals and final reports signed off by Policy Manager

3. Policy Manager does not supervise closely but available for advice and guidance

4. Represents the organisation externally, including via the media




PROBLEM SOLVING


	1. Analysis of data and formulation of recommendations based on training and experience 

2. Communication plan based on training and experience

3. Responding to media questions

4. Consequences of actions apparent in weeks or months




PERSON SPECIFICATION

Essential
	Qualifications and Attainments

	

	Knowledge and Experience

	1. Two years’ experience in a research and policy environment 

2. Experience of writing policy documents in a workplace setting
3. Ability to plan and organise own workload, prioritising and meeting deadlines

4. Experience of contributing towards strategic planning and reporting on progress towards objectives
5. Understanding of effective internal communication with staff, peers and manager

6. Thorough knowledge of the policy making process at UK, Scottish and local government levels

7. Experience of analysing complex issues and determining key points and next steps
8. Ability to effectively communicate in a clear and concise manner
9. Demonstrable experience of influencing external policy/decision making, including parliamentarians
10. Ability to build relationships, interact and communicate effectively with a wide range of stakeholders



	Additional Requirements

	


Desirable
	Qualifications and Attainments

	11. Qualification in a relevant subject



	Knowledge and Experience

	12. Experience of managing budgets

13. Knowledge of the voluntary and / or advice sectors

14. Experience of dealing with the media


	Additional Requirements

	


