CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION



JOB DETAILS 

	Job Title
	Policy Officer (Water)

	Section
	Consumer Futures Unit

	Location
	Edinburgh

	Salary 
	24,000-27,000 pro rata

	Reports To
	CFU Water Policy Team Manager

	Work Pattern
	Full Time: 35 hours per week

	Date
	Starting date: ASAP


BACKGROUND

	General


	Part of the Consumer Futures Unit (CFU) of Citizens Advice Scotland (CAS). The CFU represents consumers in the energy, post and water sectors.

	Staff
	No line management responsibilities

	Budget
	Project budget management responsibility


JOB PURPOSE

	The Consumer Futures Unit of CAS is responsible for fulfilling consumer advocacy duties in the regulated industries of energy, post and water.  Policy officers play a vital and active role, initiating research projects, writing a wide range of policy papers and engaging with external industry, political and government stakeholders. 


KEY ACCOUNTABILITIES

	1 To develop an excellent understanding of consumer policy issues in the water industry, monitoring developments and identifying trends.
2 To identify research projects focused on the interests of consumers using appropriate analytical frameworks, methods and tools.

3 To analyse qualitative and quantitative data from a wide range of sources in order to produce regular reports to inform policy development.
4 To prepare written materials including research reports, written briefings and policy submissions and consultation responses.
5 To develop evidence based policy, focused on the interests of consumers in both the regulated industries and cross sectoral where appropriate.
6 To build and maintain 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.
7 To be an ambassador for the Consumer Futures Unit, carrying out media interviews, speaking at relevant events and providing evidence to parliamentary committees to promote the interests of consumers.

8 To work closely with colleagues in the Consumer Futures Unit, and Citizens Advice Scotland where appropriate to achieve the agreed strategic outcomes.

9 To undertake any other duties as may be reasonably requested by the Water Policy Team Manager.


AUTHORITIES AND LIMITATIONS

	1 Authority to determine organisational policy in response to legislation and policy changes, based on evidence, not opinion and subject to sign off by the Water Policy Team Manager, the Consumer Futures Unit Manager and Head of Policy & Public Affairs.
2 Authority to formulate plans to influence Government, politicians, private organisations, and the general public and to carry out these plans, subject to sign off by the Water Policy Team Manager and the Consumer Futures Unit Manager.
3 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.
4 Authority to represent the organisation in the national and local media.
5 Authority to develop new methods of research and influencing on behalf of the organisation, subject to sign off by Water Policy Team Manager and the Consumer Futures Unit Manager.


PROBLEM SOLVING


	1 Analyse the potential impact of changes in policy, practice and legislation on current and future consumers.
2 Analyse quantitative and qualitative evidence to a high standard.
3 Determine the organisation’s policy response to changes in policy and practice.
4 Plan and deliver strategies that promote the organisation’s view and evidence on particular policies and legislation.


PERSON SPECIFICATION

Essential
	Qualifications and Attainments

	1. Degree or equivalent professional experience or qualification. 
2. Minimum two years experience in a similar role.

	Knowledge and Experience

	3. Demonstrable experience of acting in an ambassadorial role with government, parliament and industry audiences influencing external policy anddecision making.
4. 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.
5. Experience of analysing policy documents and writing research reports.
6. Thorough knowledge of the policy making environment at UK and Scottish levels.

	Additional Requirements

	7. Analytical thinker with an ability to identify potential research and policy projects.

8. Good judgement and ability to manage own workload whilst remaining alert to the need to consult with and update senior staff as appropriate.
9. Ability to work as part of a team and equally to take the initiative and work with minimal supervision.


Desirable
	Knowledge and Experience

	1. Knowledge and understanding of regulated industries, in particular the water industry.
2. Knowledge of economics and/or consumer issues and advocacy work. 
3. Experience of working with the media. 

4. Experience of managing research projects.
5. Knowledge of data analysis (quantitative and qualitative) methods.


