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Job Title: 

Public Affairs Officer (Engagement) – Maternity cover
Salary
: 

SCVO Salary Grade C1 (£30,418 to £32,700)
Duration: 

Temporary (12 months)
Location: 

Edinburgh/Glasgow/Inverness
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Introduction and background

SCVO believes the voluntary sector is vital to Scotland’s economy and society. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our purpose, therefore, is to support, promote and develop a confident, sustainable voluntary sector in Scotland.

Our diverse membership includes more than 2,000 charities and voluntary organisations, both local and national, and encompassing a wide range of interests including social welfare, education, health, housing, conservation, training and the environment.

We employ around 100 staff based in Edinburgh, Glasgow and Inverness.
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Job context

Charities, voluntary organisations and social enterprises play a critical role in the lives of people and communities in Scotland. Advocating on behalf of the voluntary sector and those they support is an essential part of SCVO’s work.

Working in SCVO’s policy department, you will ensure that we as an organisation understand what is going on in the voluntary sector and that voluntary sector issues are understood and influence at the highest level. 

In your role as Public Affairs Officer (Engagement), you will help sustain and create opportunities for the ideas, values and views of the collective sector to affect policy change across Scotland. This will include SCVO’s policy forum, which has been tasked with preparing a manifesto for the voluntary sector, the SCVO Policy Officers network, and the SCVO Intermediaries Network.
We’re looking for someone who has a real passion for engaging with members and the ability to animate people and organisations to find out what is current and identify the key issues in the sector. You’ll be someone who has a real flair for spotting trends, good networks, and excellent policy and influencing skills.
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Specific duties

· Animate the voice of SCVO members and the wider voluntary sector by engaging with them, gathering intelligence that will help SCVO spot trends, identify key issues and understand what is going on in the voluntary sector.

· Ensure that external stakeholders in the voluntary sector as well as civil society, public and private sectors are engaged with and involved in SCVO’s policy work. As part of this, you will ensure the smooth running of SCVO’s various networks and stakeholder groups and create engaging training and networking events for them.
· Use your excellent communication skills to prepare clear, accessible and accurate briefings on trends and key issues in the sector.

· Use your excellent communication skills to prepare clear, accessible and accurate policy documents blogs or consultation responses, both in summary or as detailed in-depth reports – making sure that SCVO’s policy work is well understood by our sector, politicians, and the general public.

· Work with the sector to build compelling narratives - policy or issues based - that develop and support the sector and SCVO's work. Connect arguments with evidence in order to present a coherent policy case. 

· Produce high-quality work that will influence SCVO's understanding of the sector, our decisions on key issues and our policy work based on SCVO’s strategic plan
· Monitor current affairs developments and relate these to the voluntary sector, civil society and SCVO initiatives to ensure you are always up to date with policy and political developments

· Liaise and work with external and internal stakeholders, including SCVO members and colleagues, wider civil society institutional partners, government ministers and officials, and politicians 

· Contribute to the development and communication of SCVO policies
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Person specification

The post holder is expected to demonstrate the following range of experience and skills:

Essential

· At least two years’ experience in a similar role 

· A broad understanding of the Scottish voluntary sector, and the changing policy and of the institutional and funding environment in which it operates

· Excellent written and oral skills in communicating complex policy issues in easily understandable language suitable for a range of audiences

· The ability to efficiently plan and organise meetings and events with external stakeholders
· The ability to analyse a wide spectrum of issues in collaboration with a range of other organisations

· The ability to gather intelligence, analyse key trends and issues

· Strong social media skills (including familiarity with Twitter, writing blogs and contributing to web-based discussion sites all within a policy context)

· Experience of working with parliamentary processes

· The ability to build a compelling case in order to influence policy agendas

· The ability to work on a broad range of policy issues

· Proven ability to work effectively with external stakeholders at all levels

· A can-do attitude accompanied by a creative, analytical and flexible approach to work

· Able to work effectively on own initiative and as part of a team 

· Able to work to meet deadlines, achieve project objectives and adapt quickly to changing priorities
· Good information and communication technology skills (including familiarity with Office 365 or equivalent) 
Desirable

· Experience of working with a range of voluntary sector stakeholders, organisations and agencies

· Skilled at listening carefully to the needs of stakeholders and responding accordingly
· The ability to generate ideas and solutions on key issues affecting the sector
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Other duties will include 

Any other general duties as may be required by the line manager/Director.  SCVO staff are organised in teams.  All teams are expected to share workloads and become familiar with a range of common duties to ensure continuity of service during peak periods, sickness absence and holidays.
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Direct Report-ins

This post has no line management responsibility.
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Location/Accountability

The Public Affairs Officer will be part of the Policy Department, Development Division, and will be based in our Edinburgh, Inverness or Glasgow Office. The post will require regular travel to Edinburgh and to a lesser extent Glasgow. The post holder is directly accountable to Ruchir Shah, Head of Policy and Campaigns.
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Equal Opportunities statement

SCVO wishes to increase the diversity of its staff and welcomes applicants from all sections of the community, particularly from people with disabilities and people from black and minority ethnic communities, currently under-represented within SCVO.  SCVO’s offices are fully accessible for people with mobility issues.

SCVO will give full consideration to all requests for flexible working, part-time working or job sharing, both from external applicants and current members of staff.  If you would like a copy of SCVO’s Equal Opportunities policy please contact hr@scvo.org.uk or 0131 474 8004.  

For this post, SCVO will also give consideration for those seeking a secondment opportunity.
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To apply

SCVO accepts e-mailed applications.  Please e-mail to recruitment@scvo.org.uk by 12 noon on the closing date.  If you are unable to email your application, paper applications should be sent marked private & confidential to:

Recruitment Team, SCVO, Mansfield Traquair Centre,15 Mansfield Place, Edinburgh, EH3 6BB

Closing date for applications:  
Monday 15th July 2019 (by 12 noon)
Interview date: 


w/c 22nd July 2019
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Major Terms and Conditions

A full package of Terms and Conditions is available.  Key features include:

Salary:




SCVO Grade C1 (£30,418 to £32,700)
(appointments are made on the minimum of the scale)

Duration:
12 months
Annual leave:
28 days plus 6 public holidays
Contributory pension scheme:
SCVO offers a Defined Contribution Pension Scheme to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%.  A salary exchange option is available.
Probationary period:


6 months
Hours:
Full time - 35 hours per week (P/T of 28hrs and above will be considered)
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