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Job Description and Person Specification Profile

	Job Title 
	Policy Officer

	Job ID 
	N14

	Service 
	Policy & Scrutiny

	Grade 
	G

	Reporting to 
	Policy & Scrutiny Service Manager



	The Role

	
The role sits in the Policy Team which has responsibilities around Resident Engagement and the Equalities agenda as well as supporting Departments across the Council in developing key policy ideas. The role involves undertaking research that will facilitate the design of evidence-based strategy and policy.
Main Duties and Responsibilities include:

· To assist in implementing the Unit’s Annual Service Plan as directed by the Policy & Scrutiny Service Manager
· Drive the development of effective links between the Corporate Services centre and other senior management / elected member forums including Executive Board, Executive Cabinet, Executive Team and Senior Management Team.
· To develop links between policy work at Tameside Council and other public sector organisations.
· To provide robust advice to officers of Tameside Council on policy-related matters.
· To undertake and identify the need for research - producing reports, briefing notes, communications materials and other and supporting materials to develop that research
· To research and provide information in support of corporate initiatives.
· To lead programmes of policy and strategy development across the organisation.
· To lead complex programmes of work including equalities and consultation programmes.
· To develop networks and communication forms to support the policy and strategy agenda.
· To understand national developments affecting local government, including new legislation and policy and to provide appropriate briefings to relevant stakeholders.
· To contribute to the process of continuous development and improvement of systems necessary for the effective delivery of the Unit’s service.
· To implement the organisation’s Equality and Health and Safety policies.
· To undertake such job-related duties as may be required from time to time which are commensurate with the grade of the post.
· To deal fairly and openly with colleagues at all times.

The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· Level 5 degree or equivalent
Your essential skills, knowledge and experience

· Strong understanding of the role of and current challenges facing local authorities
· Good planning, organisation and co-ordination skills with an ability to prioritise and management a busy workload
· Ability to analyse, organise and communicate complex information and policy proposals effectively and clearly
· Ability to write reports and/or briefing notes.
· Competence in the use of IT and related software 
· Competence in the use of social media and other communications tools 
· Ability to communicate effectively with people at all levels and from other organisations
· Evidence of working on a range of high and low level tasks to successful completion
· Experience of research and briefing working
· Experience of developing effective relationships with senior officers and/or elected members.

If you have the following experience or qualifications – then that’s great!

· Experience of working on projects that cut across service and organisational boundaries
· Ability to design and develop research projects on own initiative.
· Knowledge of the application of data analysis and customer research techniques
· Evidence of further training and development relevant to the post



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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