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June 2021 

Job Application Pack for Policy & Public Affairs Officer Post, JustRight for All, Part-Time (2 days per week), Fixed Term until March 2024

Dear Applicant,

Thank you for your interest in applying for the Policy & Public Affairs post at JustRight Scotland (JRS).

We are recruiting a Policy & Public Affairs Officer to work for 2 days a week for a fixed-term period until the end of March 2024 to help us shape how we use our legal expertise and lived experience to engage in policy and influencing work across a range of human rights and equalities issues, with the aim of creating positive social change.
This role sits within JustRight for All, our policy, research and training thinktank hub, and you will work closely with our Communications Officer and our Director for JustRight for All.  
This is a new role and you will be involved in developing policy and influencing strategies to support our legal centres, and employing your expertise to build campaigns across sectors and influence policy and decision makers around issues of human rights, equality and inclusion.
Candidates must have two or more years of relevant experience in an equivalent role or a degree to bachelor’s standard in a related field, as well as a commitment to tackling inequality, promoting human rights and working to achieve social justice. 
We are also advertising a part-time role as a Communications Officer and welcome applications from people who wish to apply for both roles.

This job application pack contains the following information:

· About JustRight Scotland 
· Job Description 
· Person Specification
· Application Form
· Equality and Diversity Monitoring Form

The closing date for applications is Friday 9th July 2021. 

Interviews will take place during the week commencing 19th July 2021 (please note this is a provisional date) via Zoom and you will be asked to prepare a presentation in advance of this interview. 

Please email completed applications to Jenny Cook at recruitment@justrightscotland.org.uk with the header PRIVATE AND CONFIDENTIAL. 

If you require to receive this information in a different format, or have any other questions about applying, please contact Jenny on 0141 406 5350.




Yours sincerely
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Jen Ang
Director of Policy & Development 
JustRight Scotland



About JustRight Scotland

The successful candidate will be employed by JustRight Scotland (JRS) which is Scotland’s legal centre for justice and human rights. We use the law to defend and extend people’s rights.  
We believe in inclusion and social justice collaboration, which means that all our projects work in areas in which gaps in access to justice lead to discrimination and disadvantage.  We aim to tackle those issues by sharing resources, and working with non-lawyers, to explore models for providing expert legal advice and information, efficiently and effectively.
We do this by providing legal services directly to individuals as well as working to improve outcomes for our clients by contributing to policy and research, and delivering training and outreach.  We aim to test new models for leveraging our legal expertise within these collaborations, and sharing what we learn along the way. 
We operate four centres of legal excellence:
1. Scottish Refugee and Migrant Centre;

2. Scottish Women’s Rights Centre; 
3. Scottish Anti-Trafficking and Exploitation Centre; and  
4. Scottish Just Law Centre 
We also have a policy, research and training hub, JustRight for All, which supports our wider awareness raising, legal education and influencing work.  

You can find further information about our vision, our values and our work at www.justrightscotland.org.uk. 



Job Description

Job title: 			Policy & Public Affairs Officer
Reports to: 			Director of Policy & Development
Length of contract: 	Fixed Term until March 2024, Part-Time 2 days a week
Salary: 	£32,000 per annum (FTE) (8% employer pension contribution)
Leave: 	37.5 days (FTE inclusive of public holidays and flexible working)
Location: 	Home-based & JRS Offices – Glasgow with possible travel around Scotland 


Purpose and Context:   
This is an exciting new role with the opportunity to help us shape how we use our legal expertise and lived experience to engage in policy and influencing work across a range of human rights and equalities issues, with the aim of creating positive social change.
You will become a key member of JustRight for All, our policy, research and training thinktank hub, setting the policy and public affairs agenda for our organisation.  You will be a key contact for our policy and public affairs work and will build and maintain strong working relationships for the organisation both internally and externally with press, other third sector organisations, political parties and local, regional and UK government.
You will work closely with our Communications Officer and the JRS Director for JustRight for All, to develop strategies to support our legal centres, and employ your expertise to build campaigns across sectors and influence policy and decision makers around issues of human rights, equality and inclusion.
This is a new role and you will be the first Policy and Public Affairs Officer to work across the JRS team.  You will also have the opportunity to work directly with our Executive Team, Board and other members of the JRS team to define and develop a strategic  approach to how we use our limited resources creatively and collaboratively to achieve maximum impact, in achieving our policy and public affairs goals.
We are also advertising a part-time role as a Communications Officer and welcome applications from people who wish to apply for both roles.
Key Responsibilities: 
SPECIFIC 
· To prioritise, plan and deliver a policy and public affairs strategy to support our organisation, which reflects our strategic priorities and values, including our commitment to contributing from our legal expertise and lived experience on human rights and equalities issues that affect our service users

· To execute the policy and public affairs strategy, in collaboration with other members of the JRS team.  This may include, for example: 
· Responding to consultation opportunities – by organising stakeholder events, researching and summarising written evidence and supporting JRS staff to give oral evidence

· Engaging with local, national and UK government through strategic public affairs work, including convening parliamentary events, attending cross-party groups, working to secure written motions, strategic FMQs or parliamentary debates

· Engaging with other third sector organisations, academics, and activist networks by serving as the nominated member of coalitions, networks, working groups, committees, etc

· Writing policy briefings, articles, and reports

· To develop strong working relationships across the third sector, academia, the media and local, regional and UK government to implement this strategy. 

· To support the JRS Director in setting our policy and public affairs strategy including feeding into: budgeting and allocation of resources, campaign planning, objectives, delivery, communications and advocacy planning, monitoring impact and achievements and contributing to reports and evaluation work. 

GENERAL 
· To work independently but also collaboratively with other members of the JRS team and our partners and stakeholders as required 

· To prioritise work effectively and ensure that work is completed professionally and to a high standard 

· To ensure that an ethical, fair, human rights-based approach lies at the core of how you work and to represent the organisation publicly in the spirit of JRS values of expert, inclusive, strategic and trust

· To conduct yourself in line with JRS policies and procedures, including our Equalities and Diversity Policy 
 
Due to the nature of the role, the duties and responsibilities highlighted in this Description are indicative and may vary over time. You may be asked to undertake other duties and responsibilities relevant to the nature, level and scope of the role. 
 
 
Person Specification 
	 
	 
	Essential 
	Desirable 

	Knowledge & 
Qualifications 
	Degree to Bachelor Standard, equivalent relevant professional qualification, or more than 2 years’ experience in equivalent role 
	X 
	 

	 
	A detailed understanding of the policy environment, political institutions and the process of government, at national (Scotland) and UK level 
	X 
	 

	 
	Strong understanding of the policy issues relevant to migration, communities and inclusion, human rights and/or equalities 
	X 
	 

	Skills and Experience 
	Excellent English communication skills, both written and verbal 
	X
	 

	 
	Experience of policy development at a national level, including: 
· production of high-quality written work to influence policy outcomes 
· 
· experience of developing and managing own projects 

· cross-party engagement and securing support for campaigns 

· experience of working with government to inform and influence policy development 

· horizon scanning for future relevant political opportunities or threats 

· proven ability to present and explain policy positions to external audiences 
 
	X 
	 

	 
	Ability to manage own time by being proactive and prioritising tasks and meeting competing deadlines 
	X 
	 

	 
	Ability to develop successful collaborative working relationships, internally and externally 
	X 
	 

	Qualities  
	Understanding, awareness of, and commitment to, the principles and practice of equal opportunities and diversity 
	X 
	 





Application Form

Please read this application form and the application pack carefully before you start to complete this form.  Please complete each section, demonstrating how your skills, knowledge and experience meet the person specification for the post.  You may find it helpful to illustrate with examples from your previous professional or voluntary work, or studies. Do not include a separate CV or other background material, as we will only use the information in this form when deciding whether to shortlist applicants.
Please email completed applications to Jenny at recruitment@justrightscotland.org.uk with the header PRIVATE AND CONFIDENTIAL or post them marked “private and confidential” to Jenny Cook, JustRight Scotland, 1/1, Libertas House, 39 St Vincent Place, Glasgow, G1 2ER. 

The closing date for applications is midnight on 9th July 2021. Interviews will take place during week commencing 19th July 2021 (please note this is a provisional date) online, via Zoom, and candidates will be expected to complete an exercise pre-interview.

CONTACT DETAILS

Name

Address	

Postcode	

Email address

Phone numbers (Day)				(Evening)

I understand that JRS will hold the information I have given in this form, solely for purposes of considering my application, and as part of my contract record, if successful.  I consent to this, and understand that I can ask JRS to produce for me, or delete this information at any time, on my request.
I confirm that to the best of my knowledge the information given in this application is correct, that I am lawfully able to undertake this work, and that any information given can be treated as part of any subsequent contract.

Signed:  								Date: 	


EDUCATION AND TRAINING

Please list any education and training courses undertaken that are relevant to the post.

	Dates
	School/College/Other
	Course/Qualifications

	


	
	

	


	
	

	


	
	



	Date
	Training (Training Providers)

	


	

	


	

	


	









WORK EXPERIENCE

Please list all your work experience, both paid and unpaid, since leaving full time education. Start with your current or most recent employment and list the remainder in reverse order.  

	Dates
	Name/Address of Employer
	Post or Activity & Main Duties/Responsibilities

	




	
	

	





	
	

	





	
	

	





	
	



INFORMATION IN SUPPORT OF YOUR APPLICATION

In this section, we would like you to demonstrate how you meet the requirements for this role. 
Please outline the reasons why you are interested in this position, and demonstrate that you meet the person specification by giving specific examples which show that you have the necessary skills, knowledge and experience for the role.  
Please attach additional pages if necessary, but do not exceed 750 words in answering this question.








































REFEREES

Please give the names, addresses, telephone numbers and email addresses of two referees. One of these should be your current or most recent employer. If you are shortlisted for the post, we may contact one of your referees before your interview. You may indicate that you would prefer us not to contact one particular referee at this stage.

First Referee					
	Name
	

	Title or Position
	

	Organisation
	

	Address
	

	Telephone number
	

	Email address
	

	In what capacity is this person known to you?
	




Second Referee
	Name
	

	Title or Position
	

	Organisation
	

	Address
	

	Telephone number
	

	Email address
	

	In what capacity is this person known to you?
	




Equality and Diversity Monitoring Form
JustRight Scotland values equality of opportunity and supports diversity.  Please help us monitor our effectiveness as an organisation committed to equal opportunities by completing this form.  Please note that filling in this form is voluntary, and not required as part of the application process. This form will be separated from your application form and will only be used for this monitoring purpose. 

	
If completing this electronically, double click the tick box and select “checked”


	
What is your gender? 

(e.g. male / female / non-binary / prefer not to say/prefer to self-describe)

	

	
Do you now or have you ever considered yourself to be a transgender person?

	
  Yes

  No

  Prefer not to say


	
Are you married or in a civil partnership?

	
  Yes

  No

  Prefer not to say


	
Age:

	
  16-24                      25-29

  30-34                      35-39

  40-44                      45-49

  50-54                      55-59

  60-64                     65+

  Prefer not to say




	
What is your ethnic origin?

(Ethnic origin is not about nationality, place of birth, or citizenship. It is about the ethnic group to which you perceive you belong. Please tick the appropriate box)

	
White

English                Welsh

Scottish               Northern Irish

Irish                      British

Gypsy/Irish Traveller

  Prefer not to say

  Any other white background:

_______________________________

Mixed/multiple ethnic groups

White & Black Caribbean

  White & Black African

  White & Asian                           

  Prefer not to say                          

Any other white/multiple background:

_______________________________

Asian/Asian British  

Indian                    Pakistani

Bangladeshi         Chinese

  Prefer not to say

  Any other Asian/Asian British background:

_______________________________


Black/African/Caribbean/Black British
                       
  African                    Caribbean

  Prefer not to say                     

Any other Black/African/Caribbean/Black British background:

________________________________

Other ethnic group

  Arab

  Prefer not to say

  Any other ethnic group:



	
Do you consider yourself to have a disability or health condition?   


What is the effect or impact of your disability or health condition on your ability to give your best at work? 

(The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with the JRS staff member responsible for this recruitment)

	
  Yes                        No

  Prefer not to say

Please write in here:












	
What is your sexual orientation?

	
  Heterosexual    

  Gay Woman/Lesbian

  Gay Man                Bisexual

  Prefer not to say    

  If you prefer to use your own term, please specify here:




                          

	
What is your religion or belief?

	
  No religion/belief   Buddhist

  Christian                   Hindu

  Jewish                       Muslim

  Sikh                   Prefer not to say

  Other religion or belief:





	
Do you have caring responsibilities?

(Tick all that apply)

	
  None

Primary carer of a child/children (under 18)

Primary carer of disabled child/children

Primary carer of disabled adult (18 and over)

Primary carer of older person

Secondary carer (another person carries out the main caring role)

Prefer not to say



	
Did either of your parents (or carers) have a university education?
	
  Yes (at least one parent / carer)

  No (no parents / carers)

Prefer not to say
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