
Operations Manager with Regional Communications for Ariane Burgess MSP


About The Role
Ariane Burgess MSP for Highlands and Islands (region) is looking for an Operations Manager with Regional Communications to join their team.  
Location: Holyrood, Edinburgh
Salary: between £32,610 - £37,898
Hours: Full time 30 hours per week
Reporting to: Ariane Burgess MSP
Working for a Member of the Scottish Parliament (MSP)
MSPs are employers in their own right. Under their employment, you will become part of a team supporting them in carrying out their duties. You’ll work in a dynamic and fast paced environment to provide an outstanding service for constituents.
This is an exciting opportunity for someone with managerial and communications experience to join the Green Parliamentary Group and help make life better for people across the Highlands and Islands.
Job Purpose
In this role, you will be responsible for managing the team, operations and aspects of casework as well as carrying out regional communications and campaigns.
You will be expected to have a strong collaborative ethos, a willingness to share workloads across the team, and be self-motivated with the ability to work on your own. 
Responsibilities
Management & Administration
Acting in a supervisory capacity for the team and oversight of office operations.
· Managing office budget in line with Members’ Expenses Scheme, Allowances Office and People and Culture office.
· Managing staff and reviewing their performance.
· Overseeing health and safety and staff wellbeing.
· Overseeing all administrative procedures, ensuring documents are easily retrievable.
Organising diary commitments and preparing for all activities.
· Arranging surgeries, meetings, travel and associated briefing material.
· Communicating with parliamentary officials.
· Representing on my behalf as and when required.
Casework
Managing cases through to completion and ensuring capacity to handle complexity of casework.
· Overseeing, responding to and resolving complex and sensitive enquiries escalated to you.
· Confirming deliverables are met.
Regional Communications
Identifying potential media opportunities and acting as media contact.
· Organising and arranging interviews and press conferences as specified.
· Identifying forthcoming events, in turn promoting my work.
· Developing creative new engagement methods for social media accounts.
· Representing me in dealing with media and providing statements where appropriate.
Producing materials that effectively convey my aims to the general public and media.
· Keeping up to date with current media developments.
· Corresponding with constituents and local campaign groups.
· Producing high quality press briefings, speeches, presentations and written materials.
Gathering and distributing valuable data that supports my activities.
· Keeping your knowledge of policy areas and local issues up to date.
· Obtaining and compiling relevant research documents from external bodies.
· Analysing, evaluating and interpreting data and statistics.

About You
Requirements
 
You will:
· Have excellent written, verbal and IT skills with accurate attention to detail.
· Have experience of managing staff with the ability to nurture and build effective teams.
· Be empathetic with the ability to build and maintain relationships with a variety of stakeholders.
· Be confident in managing budgets for staff resources and office provisions. 
· Have a flexible and adaptable approach, being able to use good judgement on own initiative.
· Be well organised with the ability to prioritise competing workloads.
· Have an interest in politics with the confidence to represent someone in a media-related capacity.
· Be capable in monitoring media developments and sourcing information from a range of channels. 
· Have the ability to foster good working relationships with confidence to understand how the media world operates.
· Be creative in designing and communicating over a range of formats on different media platforms.
· Be able to respond flexibly and creatively to range of requests, such as media enquiries and press releases.
· Have flexibility using relevant IT skills and writing styles, covering both traditional and newer forms of media.
Desirable
· Knowledge of issues affecting the Highlands and Islands Region.
 
The Selection Process
For more information or any queries please contact Jenny.Smith@parliament.scot in the first instance.  
Send your CV and supporting statement by email to Jenny.Smith@parliament.scot
Your supporting statement should set out how you meet the job specification and should be no longer than one page/two sides. Applications that do not include a supporting statement may not be considered.
 
Closing date: 10am on Thursday 21 July
 
Interviews will be held on Wednesday 27 July. 
 

