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JOB DESCRIPTION

Senior Policy Advisor
	Responsible to:
	Chief Executive


	Job summary:


	The prime responsibility of the post holder is to manage the provision of strong policy and information advice that supports our work and assists in campaigning to improve the everyday communication experiences of deaf and deafblind people.


	Key Tasks:
1. Lead the development of an influencing strategy based on the knowledge base of the organisation, across the UK.
2. Develop evidence based campaign strategies working in partnership with related organisations. 
3. Manage the policy advisors in the delivery of policy and campaigns plans.

	4. Commission and or undertake research, consultation and analysis.
5. Develop and draft policy documents.

6. Manage the drafting of high-quality public consultation responses.
7. Responsible for the preparation and presentation of reports and papers for Board and public consumption.

8. Preparation of campaigning documents, including consultation responses and briefings.
9. Proactively monitor relevant public policy activity.

10. Manage the contributions to the planning, organisation and delivery of promotional events.
11. Represent Signature where appropriate at internal meetings, on external bodies and at external events.

12. Undertake such public and political profile raising activity as may be required. 
13. Manage the monitoring of devolved administration activity to identify and respond to opportunities which are in line with Signature objectives. 
14. Carry out any other duties which may reasonably be expected of the postholder.

	Relationships:

	Internal:  Executive team, Staff at all levels.
External:  Partner organisations, government departments.



Equipment:
Computer using various software packages for Windows 2000 or Windows XP Pro.

Email software (Outlook).

Telephone/Textphone/Short Message Service (SMS).

Fax machine.

Photocopier.

PERSON SPECIFICATION
Senior Policy Advisor
	Requirements
	Essential
	Desirable

	Qualifications


	Educated to degree level or demonstrable equivalent experience.

	British Sign Language.

	Knowledge


	Knowledge of central government and the devolved political structures and processes.
Understanding of evidence gathering and policy development techniques.
Familiar with issues of regulation.
Understanding of deaf and disability issues.


	

	Technical/Work-based Skills


	Excellent written and verbal communication skills.
Computer literacy skills, including word-processing and internet research.

	

	General Skills/Attributes


	Proven ability to demonstrate creativity and initiative.
Ability to develop strategies, short and long term plans and implement short and long-range goals.
Excellent interpersonal and networking skills.
Presentation and public speaking skills.
Proven ability to organise and prioritise a busy workload.
Ability to work on own initiative and as part of a team.
Excellent verbal and written communication skills with credibility to represent to external audiences and ability to understand and convey information in a clear and accurate manner.  


	Approachable and able to work with a diverse range of people with proven listening skills, tact and diplomacy, and appropriate assertiveness skills.


	Experience


	Experience of working with and developing policy.
Experience of drafting documents for public consumption.
Experience of responding to public policy consultations.

Experience of undertaking research.
Experience of networking. 

	Recent and relevant 
Experience or demonstrable understanding of deafness policy issues and their current political context UK.

Experience of working directly with Parliamentarians, civil servants and the public.


	
	

	Location and working hours
	The post is based in London, but will involve travel around the UK.  A relocation package of £3000 is available during the first year or service.  
Working hours – Full time.  37 hours per week.


	Salary
	Full time £35,000 gross per annum (includes London Weighting).  


	Holidays
	Full time 25 working days per year plus recognised bank or public holidays currently 8 in all.  Of the 25 days holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes.



	Requirements
	Post is subject to a 6 month probationary period, receipt of references satisfactory to us, DBS check and a satisfactory medical.  Employees are expected to complete the following Signature courses within 3 years of commencing employment:
· Level 2 Award in British Sign Language.

· Level 1 Award in Deaf Awareness and Communication.  



	Pension
	Signature operates a voluntary pension scheme through the Pensions Trust.  The contribution rates are:  employees 5% and employer 10%.
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