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 JOB DESCRIPTION

Post Title
Policy and Engagement Development Officer
Hours


Full Time, 32 hours per week

Salary 

Point 30 - 31 (£29,197 - £30,081)
Responsible to      Partnership and Engagement Manager
Term
Permanent subject to funding
Location

Flexible combination (GCVS Offices & home working) 

Main Purpose of the Job
This exciting role will support our Partnership & Engagement Manager in the Policy & Engagement team in addressing one of the city’s most pressing challenges – ensuring that every child and young person in Glasgow can reach their full potential.    
The Development Officer will play a critical role in supporting Glasgow’s third sector to contribute effectively to public policy and strategic priorities. Working with the Partnership & Engagement Manager, the post-holder will focus on fostering collaboration, sharing knowledge, and strengthening the third sector’s ability to inform and influence public policy across a range of areas. The post’s focus will adapt to emerging priorities to best serve the sector and Glasgow’s citizens. 
Main Tasks and Responsibilities
The Development Officer’s main objective is to support the third sector’s contribution to addressing key social challenges and strategic priorities. Key duties will include:
· Working with relevant third sector networks to identify priorities and develop collaborative actions.
· Organising and facilitating meetings, workshops, and consultations to ensure the sector’s perspectives are represented in policy discussions.
· Supporting the sector to collaborate and network with each other.
· Supporting the sector’s contribution to key initiatives, ensuring its voice is amplified in decision-making processes.
· Providing regular written and verbal updates to third sector organisations, utilising various forms of media. 
· Building strong working relationships with public sector partners to create collaborative opportunities.
· Assisting in identifying and addressing barriers faced by communities and organisations in key areas of focus.
· Contributing to research and the development of resources that strengthen the sector’s knowledge and capacity.
· Monitoring activities, identifying improvements, and reporting on outcomes to ensure the effectiveness of projects and initiatives

Additional Duties

· Supporting third sector representatives to engage effectively with public sector partnerships.

· Maintaining good working relationships with other departments within GCVS.

· Contributing to the development of organisation-wide plans and programmes.

· Ensuring GCVS policies and procedures, particularly those related to equality, diversity, inclusion, and health and safety, are consistently followed.

· Participating in regular supervision, training, and development programmes.
Additional Information: 

· The role requires flexibility to respond to changing local priorities and organisational needs.

· Tasks and responsibilities may vary and evolve over time to meet the dynamic nature of GCVS’ work.

· The post-holder is expected to promote an equitable, accessible, and non-discriminatory approach to their work at all times.
Health and Safety

Everyone in this organisation has a responsibility to ensure their own safety and that of others. Employees must report immediately to their Line Manager/ Team Leader or Supervisor any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.
PERSON SPECIFICATION

POST TITLE:  Policy and Engagement Development Officer
Essential Skills and Attributes
· Commitment: A strong commitment to supporting the third sector and improving outcomes for Glasgow’s communities.

· Knowledge of the Third Sector: An understanding of the third sector’s role in addressing social issues and contributing to policy.

· Values: Alignment with GCVS values, demonstrating integrity, kindness, and respect while being innovative and solution-focused.

· Organisational Skills: Ability to plan, priorities, and manage multiple tasks effectively.

· Communication Skills: Excellent written and verbal communication skills, with the ability to engage diverse stakeholders and present complex information clearly.

· Collaboration: Experience in building partnerships and working collaboratively to solve problems.

· Data Analysis: Ability to analyse complex information and use it to inform decisions and predict implications for the sector.

· Human Rights and Equalities: Demonstrated commitment to human rights, equity, and a non-discriminatory approach to work.

Desirable Skills and Experience
· Experience in conducting research to identify needs and opportunities for improvement.

· Understanding of Project Administration.

· Knowledge of local and national Public Policy
	This role provides an opportunity to make a meaningful impact by supporting the third sector and contributing to transformative change in Glasgow. If you share our values and are ready to contribute your skills to this important work, we welcome your application.

To Apply

To apply for this post, please email your CV with a covering letter to recruitment@gcvs.org.uk  by the closing date: Sunday 16th February 2025.
Note that we require a Covering letter as part of your application. 

Covering letter: use the person specification and job description provided and tell us about your skills and experience, qualities, and achievements, which you consider, make you the best candidate for the post.  Please give relevant examples to illustrate how you meet the criteria. Please try covering all the criteria from the Person Specification when possible as this is very important for the short-listing process.   




Employment conditions
The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts, and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Annual leave entitlement: 28 days per annum.  13.5 fixed public holidays. Pro rata for Part time employees. 
· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.
· References will be sought from previous employers prior to appointment.
Probationary period:
3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:
Contributory pension through Pension Trust 

GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.
Flexi time; 
GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexi-time. GCVS is committed to Work-Life Balance.
GCVS strives to be an equal opportunities employer and is a Disability Confident Employer. 

GUARANTEED INTERVIEW SCHEME FOR DISABLED PEOPLE
GCVS is committed to enhancing the employment opportunities of disabled people and to removing barriers to employment when possible. All disabled candidates will be interviewed if they meet the essential criteria for appointment to this post. Please indicate any disability or condition of which you would wish us to be aware.
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