CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION



JOB DETAILS 

	Job Title


	Policy Officer 

	Section


	Consumer Futures, Policy and Communications

	Location


	Edinburgh

	Salary 

	£24,000 - £29,366

	Reports To


	Consumer Futures Scotland Manager

	Work Pattern


	Full time

	Status


	Full time

	 Date


	April 2014


BACKGROUND

	General


	Part of the Consumer Futures team within the Policy and Communications section at Citizens Advice Scotland. Consumer Futures is a GB-wide function of the Citizens Advice Service. The Citizens Advice Service has the statutory responsibility for representing consumers in the energy, post and (in Scotland) water markets.  This job supports Consumer Futures work on energy and post

	Staff


	Possible line management responsibilities

	Budget


	No budget management responsibilities


JOB PURPOSE

	To be a strong voice for consumers in Scotland and work to ensure that the Scottish consumer interest is well represented to Government, policy makers and public and private organisations across UK and European markets.
To prioritise and take action on the issues faced by the vulnerable, poor and socially excluded citizens and consumers of Scotland.
To undertake policy, advocacy and research work on regulated industries in CAS and in the Consumer Futures directorate of Citizens Advice (England and Wales), in line with annual work plans and the CAS Strategic Plan.



KEY ACCOUNTABILITIES


	1 To analyse qualitative and quantitative data from a wide range of sources, including from citizens advice bureaux, the Citizens Advice Consumer Service and the Extra Help Unit in order to produce regular reports to inform policy development

2 To produce research in the interests of current and future consumers, using appropriate analytical frameworks, methods and tools and to project manage research carried out by external organisations on behalf of Citizens Advice Scotland 

3 To build and maintain a strong working knowledge of consumer policy issues in relation to energy, post and other regulated markets, undertaking continuing professional development where appropriate


4 To monitor policy developments and identify emerging trends relating to energy, post and other regulated markets and to communicate and take action on these developments


5 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 

6 To produce briefings, publications and consultation responses as appropriate, in accordance with the annual work plan


7 To assist with the development of policy in the interests of energy and post consumers and to develop cross sectoral policy

8 To work closely with other teams across Citizens Advice Scotland and Citizens Advice (England and Wales) where appropriate to achieve the outcomes set out in the Consumer Futures work plan and the CAS Strategic Plan


9 To represent Citizens Advice Scotland externally, including at parliamentary committees and in the media to promote the work of the organisation where it relates to consumer interests

10 To contribute towards improving the quality of data held by the Citizens Advice Service and to work collaboratively with colleagues across the Service to share best practice in data recording, collection and analysis


11 To undertake any other duties as may be reasonably requested by the Consumer Futures Scotland 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 Consumer Futures Scotland Manager.  
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 Consumer Futures Scotland 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 Consumer Futures Scotland 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. Relevant degree or equivalent professional experience or qualification 
2. Minimum two years experience in a similar role


	Knowledge and Experience

	3. Experience of undertaking high quality statistical analysis out with academic studies

4. Experience of managing research projects out with academic studies

5. Demonstrable experience of influencing external policy / decision making

6. Experience of analysing policy documents and writing research reports out with academic studies

7. Experience of liaising with parliamentarians in both private and public meetings


8. Knowledge of data analysis (quantitative and qualitative) methods 

9. Thorough knowledge of policy making spaces at UK and Scottish level.



	Additional Requirements

	10. 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 and an ability to effectively represent the views of the organisation to internal and external audiences
11. Analytical thinker with an ability to develop research proposals and ideas into useful research projects

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


13. Ability to work as part of a complex 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 energy and/or post industry

2. Knowledge of policy making spaces at European level

3. Experience of working with the media
4. Knowledge of the voluntary and/or advice sectors


