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Job title		Policy and Public Affairs Manager

Salary		SCVO Grade 7 (£43,376 - £48,195)

Location	This post can be based in Edinburgh, Glasgow or Inverness.  SCVO staff can work a blend of office and home on agreement with their team and line manager, and within the parameters of our blended working policy.  

1	Introduction and background
SCVO believes the voluntary sector is vital to Scotland’s economy, society and democracy. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our vision therefore is a thriving voluntary sector at the heart of a successful, fair and inclusive Scotland.   We champion the role of voluntary organisations in building a flourishing society and support voluntary organisations to do work that has a positive impact.  
Our values are the foundation of how we act individually and collectively as SCVO staff members.  We are:

Accountable and committed, responsive, supportive, progressive and bold.

The SCVO Policy and Public Affairs Team works to ensure that national policy and legislation impacting on the sector’s operating environment is developed in ways that are beneficial to voluntary organisations, and that the sector’s voice is influential in that development.

Equality, diversity, and inclusion at SCVO
SCVO is committed to building a workforce of people from a wide range of backgrounds, perspectives, and experiences.  That means a workforce that includes people of different age groups, socio-economic backgrounds, faith and beliefs. People who are trans, disabled, from minority ethnic backgrounds. People who identify as lesbian, gay, or bisexual or another sexual orientation. We welcome applications from individuals from all communities particularly from people with disabilities and people from ethnic minority backgrounds, currently under-represented within SCVO.  We share our interview questions in advance of interview, and we offer blended and flexible working from day one of employment, including part-time working or job sharing as well as other flexible working options. 

If you would like a copy of SCVO’s equality, diversity and inclusion policy, please contact hr@scvo.scot.

2	Job purpose
The Policy and Public Affairs Manager leads SCVO’s policy and public affairs function to deliver effective policy work that enhances SCVO’s reputation and impact. 

They have day to day leadership and management responsibility for the Policy and Public Affairs team, developing and inspiring a high performing team and maintaining oversight of our Policy and Public Affairs output.

The Policy and Public Affairs Manager also has a key role in delivering our Policy and Public Affairs work, taking responsibility for particular policy areas and representing SCVO externally.

3	Values, skills, experience, and knowledge 
The post holder will be expected to demonstrate the following range of skills and experience on a regular basis:

Essential
· Extensive experience of working in policy and public affairs, ideally in a Scottish context
· Demonstrable experience of using policy and public affairs work to influence change
· Strong written and oral communication skills
· Ability to represent an organisation externally, including in a parliamentary setting
· Strong relationship building and stakeholder management skills
· Ability to gather and synthesise a wide range of information quickly
· Ability to work with those impacted by a policy to gather information to inform policy and public affairs work
· Commitment to SCVO’s values and our service charter
· Strong planning skills, and experience of reporting against/revising plans
· Staff management skills, including experience of using a coaching approach
· Ability to develop/maintain a strong team ethos
· Ability to oversee a team that works on a diverse portfolio of issues
· Ability to work well with colleagues across different parts of an organisation
· Ability to manage a complex and varied workload
· Experience of working in or an understanding of the Scottish voluntary sector 

4	Key accountabilities
· Leading on a number of policy issues, delivering high quality policy and public affairs work that brings about change
· Representing SCVO on policy matters in the Scottish Parliament and with other decision makers and stakeholders
· Building relationships with a wide range of internal and external stakeholders
· Developing, implementing and revising an annual team work plan (with input from sub-team leads) to support delivery against SCVO’s strategic priorities
· Reporting to the Head of Policy and Research on progress against the work plan
· Overseeing the work of the team by keeping abreast of the diverse range of issues SCVO’s work covers, and coaching/advising team members on the best approaches to their work
· Line managing Policy and Public Affairs Officers (currently 3), using a coaching approach to support personal and professional development
· Developing and implementing a programme of team development 
· Advising the Head of Policy on development of strategy and budget
· Coordinating with internal teams, in particularly communications, to ensure maximum impact of policy work.

5	Other duties
Any other general duties as may be required by the line manager.

6	Location and accountability
[bookmark: _Hlk144293696]SCVO has a Blended Working policy.  All staff have an assigned office base and can work a blend of office and home on agreement with their team and line manager, and within our Blended Working parameters.  See our Blended Working Policy for more information.  

We have office bases in Edinburgh, Glasgow and Inverness.  

The post holder reports to Kirsten Hogg, Head of Policy and Research.

7	Further Information
Informal discussion of this position is welcome.  Potential candidates looking for further information should contact Kirsten Hogg, Head of Policy and Research, at Kirsten.hogg@scvo.scot 

8	To apply
Please e-mail your application to recruitment@scvo.scot by 12 noon on the closing date.  

Closing date: 	Friday 29th September 2023
 
Interviews: 	Thursday 2nd and Friday 3rd November 2023

9 SCVO salary scale
SCVO’s salary scale has six increments.  Appointments are made on the 1st increment.  Staff move up an increment on an annual basis (unless you are involved in formal disciplinary or performance management proceedings).

10  Major terms and conditions
	
A full package of Terms and Conditions is available.  Key features include:

Salary: 				SCVO Grade 7 (£43,376 - £48,195)
					(appointments are made on the 1st increment)
 
Annual leave: 			28 days plus 6 public holidays (prorata)

Pension:		SCVO offers a Defined Contribution Pension Scheme 
to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%.  A salary exchange option is available.

Probationary period: 		6 months

Hours: 		35 hours per week
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