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	Job Description 



	Job Details

	Job Title
	Policy Officer 

	Location:
	
We have a hybrid work structure where the team can work remotely or from our Edinburgh office, as needed, based on demands of specific roles, tasks, and personal circumstances. 
 

	Line Manager: 
	Co-Director  

	Manages: 
	No line management responsibility  




	Main Purpose of Job

	
· To develop robust, evidence-based and ambitious policy solutions to end violence against women and girls (VAWG)
· To advocate for the incorporation of a VAWG primary prevention approach into public policy






	Duties and Responsibilities

	· Monitor and analyse national and local public policy
· Develop policy positions, priorities and impactful policy solutions
· Influence the policy and practices of key decision makers and stakeholders, including Scottish and UK governments, local authorities and third sector organisations
· Research and write policy reports, papers and briefings aimed at a range of audiences, including politicians and political parties, in line with ZT’s strategic priorities
· Build and develop effective networks and relationships across a wide range of organisations and individuals relating to ZT’s work
· Ensure ZT’s policy positions and publications are grounded in robust evidence and relevant lived experience
· Represent Zero Tolerance on advisory and working groups with stakeholders, acting as Chair/Co-chair when required
· With the wider ZT team, contribute to identifying priorities and shared areas of work, collaborating across roles to deliver ZTs strategic aims and monitor/evaluate progress
· Represent ZT at public meetings, conferences, seminars, and external events, acting as ambassador for ZT’s prevention focused work
· Provide policy support and guidance to the staff team 
· Contribute to funding applications and reports, providing evidence-based research to support project proposals
· Work with the Co-Director and Operations Manager to plan and monitor spending against project budgets

	




	Person Specification :  

	[bookmark: _Hlk50285998]Experience and Knowledge 

	Essential 
	
· Previous experience in a policy role, with experience of developing proactive policy solutions to social problems
· Knowledge and understanding of violence against women and gender inequality 
· Understanding of the Scottish political landscape 
· Experience of building networks and developing and maintaining stakeholder relationships

	Skills and Abilities 
	Essential 
	· Communication skills, with the ability to shape agendas and present complex issues to a variety of audiences, including senior politicians, stakeholders and partners
· Competent at networking and representing the organisation
· The ability to understand complex policy issues, articulate clear and focused responses, and make judgements based on quality evidence
· Organisational skills with experience of managing both reactive and planned work 
· Ability to monitor and evaluate policy work
· Ability to work flexibly, often to tight deadlines whilst maintaining accuracy

	Personal Attributes 








Qualifications	

	
Essential 












Desirable 	

	· Self-motivated 
· Willingness to adapt to the needs of a small charity, including being creative with the available resources, and working constructively with all members of the team
· Commitment to an intersectional approach to preventing VAWG
· Actively demonstrates the values, aims and ethos of Zero Tolerance 


· Degree or professional qualification in a relevant subject



	Other Information 

	· The Job Description is purposefully intended to be of a general nature, defining the main elements of work required for the successful operation of the work of ZT
· It is recognised that changing circumstances will have a direct bearing on the balance of duties at any particular time. As part of a continuing process, objectives and priorities will be kept under regular review 
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