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Job Description

Job Title:
Senior Policy Officer – Planning and Network                            Development (Scotland)
Reference:

SUS3002
Salary:

Grade G 
Contract:                3 year contract (to 30th August 2023)  
Hours:

37.5 per week
Base:
Negotiable - 2 days per week in Sustrans Scotland office in Edinburgh, other 2 days could be home-based (During Covid 19 pandemic, remote / home working to be the norm).
Job Purpose:

As part of Sustrans Policy and Communications team, the post holder will coordinate Sustrans work towards influencing devolved policy in Scotland to support delivery of the Paths for Everyone Vision and Sustrans 30 year Network Strategy. A key outcome will be to achieve planning and legal status of the National Cycle Network in Scotland. 

With a working knowledge of devolved policy in Scotland, the post holder will coordinate Sustrans feedback & recommendations, via statutory consultation or routine influencing, related to critical devolved policy areas to support future delivery of the Network.
The post holder may be required to work in partnership with other organisations to achieve Sustrans long term goals for the Network. 
Place in organisational structure:

The postholder will report to the Head of Policy and Communications Scotland and liaise closely with the Head of Network Development. In addition, the post-holder will support the work of the Scotland Director Group, which consists of the Deputy CEO, Sustrans, the Scotland Director and the Director of Urbanism.   The postholder will work closely with the Senior Policy Advisor.   
Key Relationships:

Internal:
Head of Policy and Communications, Scotland

Head of Network Development 
· Colleagues who need to be informed and/or consulted on relevant policy issues to ensure effective cross-team working and input at appropriate points
· Colleagues whose support and engagement is necessary to successfully deliver policy advocacy objectives

External:
Members of Paths for Everyone (Scotland) Advisory panel

Scottish Government Ministers and staff

Scottish Government civil servants 

National Planning Framework 4 civil service team



MSP’s, MPs, and their staff

Local Authority cabinet members and key Councillors 



Local and national media

· Stakeholders directly involved in government policy making, including civil servants and political advisors, in order to secure their support for Sustrans policy positions 
· Other organisations working in the policy area, including those with conflicting positions to Sustrans which we would like to positively influence and those with similar or complementary positions who can work in effective partnership with Sustrans to secure shared policy objectives to support delivery of the Paths for Everyone Vision
Key Responsibilities:
1. To coordinate Sustrans efforts to influence the following key devolved (Scotland) government directorates and policy areas to support delivery of the Paths for Everyone Vision and Sustrans 30 year Network Strategy:
· Building & Planning

· Transport

· Environment (focusing on Land and Access Reform)

· Economy (focusing on Scotland’s Agenda for Cities)

2. To lead on the development of a policy influencing strategy to support delivery of Sustrans 30 year Network Strategy.

3. To lead Sustrans engagement with Scottish Government consultation on the National Planning Framework (NPF 4) and make recommendations aimed at achieving planning status for Sustrans 30 year Network Plan.  

4. To work with the Network Development team to achieve legal status of the 30 year Network Plan through influencing & making recommendations to critical devolved policy areas.

5. To lead Sustrans engagement with Scottish Government and other stakeholders on influencing Land Reform policy to support delivery of the Sustrans 30 year Network Plan.

6. To coordinate the writing of policy reports, consultation responses, briefings and other material which further the objectives of Sustrans 30 Year Network Plan.

7. Advocate Sustrans 30 Year Network Strategy effectively to external audiences (including government, relevant businesses, NGOs) including through presentations, attendance at conferences, representing Sustrans on advisory panels, appropriate use of social media etc to further Sustrans policy objectives.

8. Work with internal colleagues to coordinate the development of Sustrans policy positions in order to advocate them to decision-makers and inform policy related to delivery of Sustrans 30 year Network strategy.

9. To work with colleagues to identify and influence key stakeholders (including MSPs) to support delivery of Sustrans 30 Year Network Strategy.

10. Participate in the development and delivery of projects, internally and with relevant external partners that further the objectives of Sustrans 30 Year Network Strategy.

11. Build and maintain effective relationships with external stakeholders in the relevant policy area in order to build optimum conditions for successful delivery of Sustrans 30 Year Network Strategy.
12. Financial responsibility
13. This role may be responsible for specific budgets (including projects).     Responsible means:

14.  Monitors spend against targets whilst minimising risk.

15.  Decides on appropriate expenditure to meet objectives.

 Manages day-to-day procurement of goods and services, including selecting appropriate suppliers and contractors.
Communication and marketing

16. To contribute towards raising the profile of Sustrans, by representing the charity at meetings, activities and events, as required.

17. To support and comply with the charity’s guidance on branding, tone of voice and key messages, positively contributing towards raising Sustrans’ profile.  
Business Development

18. To ensure all relationships and activities undertaken by Sustrans Scotland are managed using established CRM procedures.

Training and personal development:
19. To attend essential Sustrans training as required by the Charity.

20. To ensure own personal development by working to objectives set as part of the Charity’s appraisal process.

Health & Safety, Safeguarding and Equality, Diversity and Inclusion:
21. To support and comply with the organisation’s policy for the management of Health and Safety.

22. To support and comply with the organisation’s policies for the management of safeguarding.

23. To support and comply with the organisation’s policy and procedures relating to Equality, Diversity and Inclusion and apply principles of best practice in own role.
Other

24. To carry out other duties as required.

Networks:

This role may have additional responsibilities as a member of a network of colleagues working on Sustrans-wide oversight of strategic communications.

Working Conditions:

The postholder will formally be based at the Sustrans office in Edinburgh, but in light of C-19 will be working at home for the immediate to short term as Sustrans develops its approach to office use as lockdown eases. As lockdown changes the postholder may be expected to visit and work with staff based throughout Scotland and occasional UK nationally co-ordinated meetings, as appropriate.  Occasional overnight stays away from home, weekend and late working may be required.
While this role is primarily located in Edinburgh the post holder may be required to work from other locations from time to time in order to undertake additional or other duties as are reasonably necessary to meet the needs of the charity.

Special Note:

This job description does not form part of the contract of employment, but indicates how that contract should be performed.  The job description may be subject to amendment in the light of experience and in consultation with the jobholder.

Compiled:

Head of Policy & Communications, Scotland
Date:


July 2020
Senior Policy Advisor, Scotland (SUS3002)
Person Specification: 
	Criteria
	Essential

	Qualifications, education and training
	Educated to degree level or equivalent or experience relevant to the role such as civil service or public policy journalism

	Experience
	Experience of operating in a policy and/or advocacy role
Experience of developing and implementing policy and public affairs strategies and campaigns
Experience of influencing a range of public, private and third sector stakeholders on a strategic level

Experience of delivering projects with other partners 


	Skills and abilities
	Able to analyse complex issues in a fast paced environment 

Well-developed negotiating and influencing skills, relevant to the role 

Well-developed written and verbal communication skills, relevant to the role 

Strong time management and organisational skills 

Able to prioritise effectively 

Able to manage projects effectively 

Competent use of Microsoft Office 

Able to act independently to generate and lead on policy positions and project development at a senior level of influence 

Confident and capable of being a public face for Sustrans policy and advocacy to the media and social media 

Ability to understand and communicate complex policy positions to a range of audiences  



	Knowledge


	A well-developed understanding of devolved legal framework and policy within which Sustrans operates
An understanding of the National Planning Framework in Scotland 
Working understanding of Scottish institutions where relevant to policy impacting on the built environment, in particular the policy area(s) relevant to the role 
An understanding of the role of public facing communications/campaigns in supporting policy advocacy
An understanding of the transport policy agenda 


	Other
	Commitment to the promotion of sustainable transport and the ideals of Sustrans



	Criteria
	Desirable

	Experience
	Experience of drafting and analysing policy & legislation
Experience of undertaking or commissioning research to inform policy development

Project management and project planning experience

Experience of line management and remote supervision
Experience of budget/financial management responsibilities



	Skills and abilities
	Communication of research to non-specialist audiences
Ability to network, develop and maintain productive working relationships with a wide range of individuals and organisations

Working in planning or land reform 



	Knowledge
	Knowledge of relevant UK and devolved legal and policy frameworks: housing, planning, public health, environment, climate change

Knowledge of the National Cycle Network in Scotland
Knowledge of the Paths for Everyone Vision for the National Cycle Network


