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POLICY OFFICER
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Permanent, full-time (35 hours per week)
Based at: Chesterfield, Derby, Nottingham or Leicester with agile working. Additional travel may be required between offices and other businesses/events
Salary: £27,000 per annum 

1. 	MAIN PURPOSE OF THE ROLE
Support the Chamber’s research, campaigning and lobbying activity in addition to engaging with decision-makers on behalf of our members and the wider East Midlands business community.
Work closely with the Director of Policy and Insight and colleagues across the Chamber to help develop and communicate our policy positions on important topics such as devolution, infrastructure, skills, sustainability, and economic growth.
Develop own skillset and network in public affairs, gain experience working with senior stakeholders, and contribute to projects that influence real change for local businesses and communities.

2. 	POSITION IN ORGANISATION

· Reports to the Director of Policy and Insight.
· Day-to-day liaison with the wider Chamber.
· Day-to-day liaison with the Policy & Insight team members.

3. 	DUTIES AND KEY RESPONSIBILITIES

· Policy analysis and research for a number of key policy issues.
· Regular reports on key issues of the day, backed up by research and analysis from local and national sources.
· Building, developing and influencing external relationships with decision makers, members, partners and stakeholders across a wide range of sectors.
· Support MP engagement with regular meetings, briefing notes, letters and working with MPs offices to engage with relevant policy, political and business agendas.
· Monitor, research and respond to key Government publications including consultations, White Papers and relevant reports and legislation.
· Provide research and analysis to steer and inform the Chamber’s programme of lobbying and campaigns and raise awareness of key issues relevant to the Chamber and its members and stakeholders.
· Prepare succinct and influential reports, consultation responses, briefings, articles, letters, and web pages on policy issues for internal use and for a range of business and public audiences.
· Produce and interpret relevant research as necessary to support the work of the Chamber, including supporting tender responses and other business development opportunities.
· Establish and maintain effective communication and working relationships with policy makers, opinion formers and other external stakeholders and the Chamber’s members and wider business community.
· Represent the Chamber at appropriate external meetings, task forces, working groups and events, including giving presentations where required.
· Provide research and analysis for the development of the Chamber’s asks of Government, and regularly review them to ensure they remain relevant and up to date.
· Any other duties required of the role.

4. 	PERSON SPECIFICATION  

	Knowledge
· Knowledge of Chambers of Commerce
· Knowledge and understanding of businesses, MPs, local authorities and stakeholders in the East Midlands, and at a regional and national level
· Understanding of the economic, social and commercial pressures on business in the East Midlands, and a desire to influence the policy agenda
	
essential



	
 
desirable


desirable

	Experience
· Experience gained through studies, internships, volunteering or part-time work involving research, writing, or analysis of information
· Ability to interpret and present findings clearly, for example through academic projects, reports or presentations
· Experience of working collaboratively with others, such as in group projects, student societies, or community initiatives
· An interest in public policy, business, and economic issues, with a willingness to learn how policy decisions are shaped at local, regional and national levels
· Experience producing written materials (such as reports, newsletters, blogs or social media content) as part of studies or extracurricular activities
· Any previous exposure to business, political, or local government environment is welcome but not essential
	
essential






essential


essential


essential

	



desirable

desirable









	Qualifications
· GCSEs at grade 9 to 4 (A* to C) in English and Maths 
· IT skills including Word, Excel, Outlook and PowerPoint
· Educated to degree level or equivalent (by experience) in relevant sector
	
essential
essential
essential

	




	Skills and abilities
· Excellent understanding of proactive and reactive approaches to policy
· Ability to produce high-quality outputs with short turnaround as well as take decisions on prioritisation
· Proven policy research and analytical skills, with the ability to analyse, interpret and communicate complex information and draw evidence-based conclusions
· Creating credible, high quality written and verbal outputs from gathered information including briefings and reports
· Political impartiality and trust with confidential information
· Highly effective communication skills and ability to articulate to a wide range of recipients, both written and orally
· Awareness and understanding of local and national political and policy issues
· Self-sufficiency and resilience with the ability to ‘think on your feet’ and proactively solve problems under pressure
· Well-developed organisational skills, with the ability to multi-task and co-ordinate conflicting priorities accurately and to tight deadlines
· Excellent attention to detail
· A flexible approach to meeting the needs of the role, including some out of hours work
	
essential

essential

essential


essential

essential
essential

essential

essential

essential


essential
essential

	










	Personal attributes
· Results and target driven
· Takes responsibility
· Celebrates and is proud of success
· Supports others and works well with a team
· Creative and challenges tradition
· Must be dependable and reliable
· Must be able to exercise tact and diplomacy at all levels
· Must be able to work under own initiative
· Full driving licence (able to drive in the UK for business purposes)
· Access to own transport and willing to travel
· Must be prepared to work flexibly in terms of working hours
	
essential
essential
essential
essential
essential
essential
essential
essential
essential

essential
essential
	



5. 	ADDITIONAL INFORMATION

This role is eligible to participate in the Chamber’s agile working policy. However, during the induction and to suit work demands, attendance in the office is likely to be more frequent than our minimum.

Employee name: _________________________ 


Employee signature: ______________________
    

Date signed: ________________
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