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Position:




Policy Coordinator
Term:





Permanent 
Location:




Spectrum House
Responsible to:



Policy Manager
Line manager responsibility:

None
Budget responsibility:


No
Date:





9 June 2017
Main Purpose of Job:

To support the work of the Policy and Public Affairs team to influence policy on behalf of clients and encourage bureaux engagement with evidence gathering and policy work

Key Responsibilities:

Communicating with bureaux and encouraging engagement:

1. To develop, co-ordinate and deliver sustainable strategies to encourage and support bureau engagement in the work of the CAS Policy and Public Affairs Section via communication and training

2. To liaise with other CAS teams to ensure an integrated approach to bureaux training, communications and consultation in relation to policy work
3. To contribute to the production of the monthly Snapshot magazine outlining the work of the team for bureaux
Gathering, monitoring and analysing qualitative evidence:

4. To improve the quantity and quality of qualitative evidence from bureaux via communication, feedback reviews and monitoring levels of returns
5. To maintain the evidence database and co-ordinate the analysis of evidence to ensure feedback is up to date and available for researching and writing publications and briefings

6. To support the policy and public affairs team to make the best use of client evidence to inform policy and decision makers

Policy and public affairs work:

7. To assist team members with research and policy work as required and support the team to deliver the objectives of annual and strategic plans
8. To represent CAS and the Citizens Advice service at external meetings and events as required

9. To organise internal and external policy events, including the annual Policy and Campaigning Day

10. To produce,  promote and distribute various communications including briefings, publications, media releases through a variety of methods including social media

Administrative tasks:

11. Responsibility for assisting in the development of the team budget, and for monitoring thereafter, including administration of the debit card.

12. To organise and host relevant meetings, focus groups and forums including the Legal Services Group and Policy Forum standing committee, which involves preparing agenda and relevant papers, minuting and chairing meetings

To carry out administrative tasks to support the Policy and Public Affairs Section, including the administration of the debit card, organising and minuting team meetings, and any other task that may reasonably be requested by the Policy Manager and the Head of Policy and Public Affairs
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:
	Knowledge, Skills and Experience

	Essential:

1. Broad knowledge of policy issues
2. Basic research experience acquired out with an academic setting
3. Ability to develop creative solution and new ideas

4. Experience of planning objectives and delivering a project to meet those objectives

5. Experience of analysing statistical information
6. Ability to develop learning materials and deliver effective training
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
Desirable:

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

12. Experience of working in a policy environment

13. Experience or knowledge of the voluntary sector

14. Ability to compile questionnaires
15. Driving licence



	Values and Attitudes

	Desirable:

1. Commitment to high standards of service
2. Effective team worker
3. Ability to work on own initiative with minimum supervision
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