CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION



JOB DETAILS 

	Job Title


	Policy Co-ordinator

	Section


	Policy and Public Affairs

	Location


	Edinburgh

	Salary

	£18,000 - £21,500

	Reports To


	Policy Manager

	Work Pattern


	Full time

	Status


	Permanent

	Date


	April 2015


BACKGROUND

	General


	The Policy and Public Affairs section (PAPA) is the external face of Citizens Advice Scotland.  It consists of the following teams: Community Action, Consumer Futures and Policy.  These three busy teams deal with proactive and reactive work on a daily basis and work on short term immediate issues as well as medium and longer term projects.  
Working alongside the CAB local offices and using an evidence based approach we aim to identify priority issues for the organisation, propose potential policy solutions and recommendations, empower and inform our clients and citizens, and promote and campaign for change to the public, policy makers, parliamentarians and other stakeholders.

	Staff


	No staff management responsibility 

	Budget


	No budget management responsibility


JOB PURPOSE

	To support the work of the policy and public affairs team to achieve change which benefits Citizens Advice Bureaux (CAB)  clients 


KEY ACCOUNTABILITIES

	1. To monitor relevant parliamentary business, highlight opportunities and issues of note to the CAB Service and ensure timeous and relevant distribution to CAS staff, particularly PAPA team members

2. To provide parliamentary support including drafting parliamentary motions, PQs, correspondence, attend cross party groups and contribute to parliamentary briefings

3. To promote and distribute various communications including briefings, publications, media releases through a variety of methods to reach internal and external audiences

4. To maintain an active and engaged presence of CAS on social media channels to promote the work of the CAB service in Scotland

5. To support CAS and PAPA workplans to promote  the national and local work of the CAB service with external audiences including Scotland’s elected representatives

6. To identify and support the work of the Scottish CAB service to build relationships and inform local elected representatives of the work, campaigns, and current issues of the local bureaux and their clients and help strengthen relationships and links between the CAB service and elected representatives

7. To support and help deliver relevant external  events e.g. receptions and exhibitions

8. To maintain and update the database and distribution lists of politicians, councillors media, external stakeholders and others

9. To contribute to the production of newsletters, CASnews and other communication material including web content

10. To represent CAS and the CAB Service at external events as required

11. To carry out any other tasks as may reasonable be requested by the Policy Manager or Head of Policy and Public Affairs



	


AUTHORITIES AND LIMITATIONS

	1. Systems, processes and precedents inform most of the work

2. Communication generally involves facts and information rather than judgements and opinions 




PROBLEM SOLVING


	1. Problems generally solved quickly based on systems, processes or precedents, or referred to Policy Manager or other senior staff

2. Outcomes of actions generally apparent in days or weeks



PERSON SPECIFICATION

Essential
	Qualifications and Attainments

	

	Knowledge and Experience

	1. Broad knowledge of policy issues
2. Experience of working in a parliamentary or political environment


3. Proven knowledge and understanding of the workings of the Scottish and/or UK Parliaments
4. Ability to compile questionnaires
5. Experience of communicating through a variety of methods including social media
6. Ability to maintain databases and processes to ensure effective systems of monitoring, distributing and archiving media and parliamentary work
7. Experience in organising events
8. Administration skills including organising meetings, preparing agendas, taking minutes, drafting correspondence, etc
9. Good verbal and written communication skills, including the ability to communicate complex issues in a clear and accessible manner
10. Planning and organising skills to cope with heavy workloads, tight deadlines and changing priorities
11. Ability to work on own initiative with minimum supervision
12. Effective team worker


	Additional Requirements

	13. Commitment to high standards of service



Desirable
	Qualifications and Attainments

	14. Driving licence


	Knowledge and Experience

	15. Understanding of the workings of the Scottish and UK Parliaments

16. Experience of working in a public affairs or media environment

17. Experience or knowledge of the voluntary sector


	Additional Requirements

	


