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Job Description

Job Title:

Policy and Public Affairs Manager, Scotland
Reference:

SUS3369
Salary:

Grade H: £31, 683 per annum

 
Hours:

37.5 per week
Base:
Sustrans Scotland offices in Edinburgh
Job Purpose:

To deliver the policy and public affairs plan within Sustrans Scotland’s communications, policy and public affairs strategy as agreed by the Deputy CEO, Sustrans and the Head of Policy and Communications. 

The postholder will also provide specialist advice on policy areas relevant to Sustrans Scotland’s policy and public affairs work in Scotland.  

Place in organisational structure:

The postholder will report to the Head of Policy and Communications and liaise closely with the Scotland Director, the Deputy CEO, Sustrans, and the Director of Urbanism who form the Executive Group (Scotland).  

The postholder will task manage a Senior Policy Officer and a Policy Officer.
Key Relationships:

Internal:
Heads of Delivery and relevant managers in all delivery areas 
Communications Manager

Senior Policy Advisor, Sustrans UK

Head of Public Affairs, Sustrans UK

Policy and Influencing Network

Media Manager, Sustrans UK

Research and Monitoring Unit
Communications Network



Other Sustrans staff 
External:
Scottish Government Ministers and staff

Transport Scotland civil servants 

Scottish Parliament staff



MSP’s, MPs, and their staff

Local Authority cabinet members and key Councillors 



Local and national media



Active Travel Alliance organisations 
Policy and advocacy alliances in relevant sectors – transport, environment, health, housing, social equality 


Business representative organisations

Partner organisations
Key Responsibilities:
Delivery of project or services

1. To develop an implementation plan for the policy and public affairs strategy to deliver Sustrans Scotland policy priorities:
Liveable cities and towns for Everyone and Paths for Everyone
2. To provide regular updates on policy development to the Head of Policy and Communications and Executive disseminating relevant policy information to project teams such as policy development on air quality, public health, t housing, planning.
3. To initiate the writing of policy briefings (internal and external) and help develop policy appropriate to Scotland on policy topics as agreed with Head of Policy and Communications 
4. To support Sustrans response to Scottish Government and other consultations on a prioritised basis. This includes writing responses to consultations or supporting Sustrans Exec to give evidence in Parliament. 
5. To manage and plan the work programme for the Project Officer: Policy, who will support policy responses and original documents.
6. Support public affairs work in Scotland, help influence decision makers and engage with political parties, civic society and other key national stakeholders through participation in networks, lobbying in parliament and responding to requests for information.
7. To monitor all contacts with MSPs, and external stakeholders, proactively highlight gaps and opportunities to Exec and Head of Policy and Communications  

8. To consolidate Sustrans presence at political conferences, seminars and policy consultations by identifying conferences and being consistent and proactive in following up on leads. 
9. To work with the Deputy CEO and Head of Policy and Communications  

contributing to strategic projects across Sustrans Scotland and inputting into the production of the Sustrans’ Scotland Strategic Action Plan

10. To ensure all relationships and activities undertaken by Sustrans Scotland are managed using established CRM procedures.
11. Working with the Communications Manager to provide comments and analysis on relevant policy topics for the purposes of in order to provide online content. 
12. To support Sustrans media and an online presence through comment and analysis on relevant policy topics, which may include acting as a media spokesperson. 
People management
 
13. To manage, develop and coach team members by setting clear objectives and monitoring performance to maximise their potential.

14. To work with HR to ensure that training and development of staff is planned effectively and in line with business need.
15. To provide guidance and leadership on the policy and public affairs plan to the Senior Policy Officer and the Policy Officer
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.  

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

19. 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:
20. To support and comply with the organisation’s policy for the management of Health and Safety.

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

22. 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

23. 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 be based at the Sustrans office in Edinburgh, but will 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 and Communications, Scotland
Date:


August 2021 
Policy and Public Affairs Manager, Scotland (SUS3369)
Person Specification: 
	Criteria
	Essential

	Qualifications, education and training
	

	Experience
	Significant experience in policy and advocacy
Experience of developing and implementing policy and public affairs strategies and delivery plans, policies and budgets

Experience of policy initiation, development and delivery

Experience of engaging with political parties, civic society and key stakeholders on a strategic level

Project management and project planning experience

Experience of line management and remote supervision

Experience of policy analysis and drafting legislation

Experience of providing specialist advice and support on relevant policy topics
Experience of working with and communicating through all forms of media.



	Skills and abilities
	Ability to plan, co-ordinate and organise effective work plans 
Excellent written and verbal communications skills

Excellent report writing skills

Good presentation skills

Good leadership skills

Ability to motivate others

Demonstratable ability to work to deadlines

IT literacy

Demonstrate competent and confident use of social media for professional purposes

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

Ability to identify and communicate key research findings  

Ability to network and develop productive working relationships with a wide range of individuals and organisations
Effective networking and relationship building skills with a wide range of individuals, organisations and representative bodies

	Knowledge


	Good understanding of the policy and influencing context within which Sustrans works in Scotland 
An understanding of the transport policy agenda 

An understanding of the National Performance Framework in Scotland 



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



	Criteria
	Desirable

	Experience
	Experience of undertaking or commissioning research to inform policy development

Experience in political manifesto development 

Working with a range of stakeholders and funders 

Working for an environmental organisation



	Skills 
	Communication of research to non-specialist audiences

	Knowledge
	Knowledge of related policy sectors: housing, planning, public health, environment, climate change


�Can we advertise as ‘from’ 


�All roles start at the bottom of the grade so unfortunately we’d need to keep this as is


�How do we phrase this so that the role actually IS a people management role rather than task management ��Provide guidance and leadership on the policy and public affairs plan to the Senior Policy Officer and the Policy Officer





