	JOB DESCRIPTION


	Title:
	Policy and Research Officer

	Reports To: 
	Head of Policy and Campaigns

	Location:
	Home based


	JOB PURPOSE:
	To lead on the development of MND Scotland’s evidence base to ensure all our policy and campaigns work is underpinned by robust evidence.
Identify, research and develop policy positions on a range of issues important to people affected by MND and MND Scotland.

	KEY RESPONSIBILITIES:
	Carry out and/or commission research, literature review, scoping, mapping and monitoring exercises in line with our policy and campaign priorities.
Carry out quantitative and qualitative research which actively engages people affected by MND to help inform our evidence base with lived experience.  
Analyse public policy to identify impacts on people affected by MND and participate in developing recommendations and solutions to underpin campaigns, briefings and submissions.
Research and write MND Scotland policy briefings, position papers, submissions and reports aimed at a range of audiences, including politicians, political parties and others in line with our policy and campaign priorities.
Contribute to and produce MND Scotland evidence-based responses to relevant consultations such as Scottish Government and Scottish Parliament committees, helping ensure emerging policy meets the needs of those affected by MND.
Contribute to the wider policy, public affairs and campaigns work of the team.

Work closely with the Head of Policy and Campaigns and Policy Officer contributing to all areas of the team’s work. 
Work closely with our Direct Services team to ensure understanding of problems faced by people affected by MND.
Work closely with our Communications team to help effective communication of our policy and research work.  
Contribute to the updating and maintenance of the relevant policy and research areas of MND Scotland’s website.  
Monthly reporting on policy and research work.
Undertake continued professional development as appropriate.
Attend meetings with line manager and team at Glasgow office as requested.
Any other appropriate duties as requested.


	Person Specification


	QUALIFICATIONS AND ATTAINMENTS:

	Essential:

Educated to degree level with relevant Masters or Postgraduate qualification, for example, social research.

	KNOWLEDGE AND EXPERIENCE:

	Essential:

A successful track-record of outcome-focussed research, policy analysis and policy development.

Experience of researching and writing policy briefings, position papers, submissions and reports aimed at a range of audiences, including politicians.

Experience of project planning, delivery and evaluation.

. 
Thorough knowledge of policy making in Scotland and the UK.  Of particular interest to MND Scotland are: health and social care; housing; social security; and, equalities.
A sound understanding of parliamentary process.
Desirable:
Experience of commissioning research.

Experience of working in the charity sector.

Experience of engaging service users and supporters in informing policy and research work.

A good understanding of MND and its impact on those affected by the illness.  



	ADDITIONAL REQUIRMENTS / SKILLS:
	Essential:
An ability to analyse and comment on complex issues
Strong analytical and research skills
Good interpersonal, influencing and negotiating skills
Excellent communication skills, both written and oral
Ability to represent MND Scotland to outside audiences in a professional manner 
Ability to work as part of a team whilst also working independently
Ability to prioritise work and meet tight deadlines
A commitment to achieving social change 


	SPECIAL CONDITIONS
	The postholder must be willing to work occasional evenings or weekends.  

The postholder must be willing to, on occasion, travel across Scotland and, potentially, elsewhere in the UK.

	COMPETENCIES to be demonstrated by all staff.

	1. TEAMWORK

· Working to help MND Scotland succeed. Supporting, trusting each other, showing the will and ability to work co-operatively with others towards a common objective. Working as part of a team by being approachable and willing to help and not afraid to ask for help, communicating fully and openly whilst showing respect for other people and their knowledge. 

· Having a willingness to share knowledge, information and resources and work flexibly, helping and co-operating with each other. “Mucking in”, recognising others’ priorities and having a shared commitment to achieving MND Scotland goals. Having a genuine interest in colleagues’ roles and responsibilities, recognising that every individual has a valuable contribution to make to the team. 

· Works for the good of MND Scotland and not for personal gain. 

2.  QUALITY 

· Ensuring that the quality of work produced and service provided is consistently met if not exceeded. Working at a high standard, always to the best of personal ability so that promises are delivered and expectations are exceeded wherever possible.

· Paying attention to detail by checking requirements, identifying needs, meeting timescales and demonstrating an approach to the job that keeps the client (internal or external) fully informed and makes sure that the relevant information goes to the relevant people (including 3rd parties).  

· Working to high quality standards and getting things right first time. Knowing when a work-around or alternative approach may be appropriate in differing situations. Making sure that processes are followed and client records are accurate and updated regularly and continually looking to improve processes and thereby improve quality of service.

3.  COMMUNICATION

· Communicating effectively (written and verbal), in a way that is clear, concise, ensuring language and terminology is appropriate to the needs of the audience and portrays the right message.   Ensuring that knowledge is shared and communication is open and transparent.  

· Demonstrating listening skills by taking time with clients, staff, being patient, empathetic and understanding whether this is on the phone or in person. Questioning, summarising and clarifying to confirm understanding. Putting other people (whether colleagues, clients or others) at ease using a relaxed friendly manner and being readily approachable and available to others.  Acknowledging other people and sensing how they may be feeling and responding accordingly.  

· Displaying consideration and empathy for the concerns and feeling of others. 

· When appropriate, being candid and open with others, with the ability to say “no” in a fair and constructive manner. Staying objective and composed under pressure. 

4.  ORGANISING & PLANNING 

· Organising own work (and others’ where appropriate), planning ahead and ensuring that tasks are prioritised, resources are allocated and co-ordinated appropriately and deadlines are met.  Recognising when deadlines are at risk and communicating concerns early. Recognising the difference between urgent (not-important) and urgent (important) tasks and acting on this.  

· Working in a focused, purposeful way that demonstrates attention to detail whereby tasks are quickly determined, work scheduled and time-lines developed and met. Making things happen by putting in place controls to monitor progress and performance.  

5.  RELATIONSHIP MANAGEMENT

· Building and maintaining effective relationships with all relevant stakeholders (clients, suppliers, colleagues and third parties) in order to achieve MND Scotland objectives. 

· Managing relationships by being professional, co-operative, dedicated and loyal. Demonstrating respect for other people by showing tact, integrity, sensitivity and offering support when appropriate. Using an approach that overcomes barriers, proactively trying to build effective working relationships with others. 
· Being proactive in assisting clients and taking responsibility for finding solutions to clients’ needs (where appropriate) and ensuring appropriate actions are taken. Actively working on developing and fostering a good client relationship, getting to know the client in order to understand their needs. 


