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Job Description and Person Specification

Please note this statement is for information only and does not form part of a contract. This list is not exhaustive and you will be expected to undertake such duties as may be assigned to you by ActionAid from time to time. Staff are expected to be flexible in their work in order to deliver the objectives of the organisation.

	Job title
	Interim Head of Public Affairs

	Contract type

	Fixed Term Contract
	Contract length
	12 months

	Grade/Starting salary
	Level 6
	Date
	28 March 2011


	Context

	Are you passionate about making a real difference?  
As part of the global ActionAid family, we are helping to build a fair and just world where everyone can claim their rights. To achieve this we work with local people in more than 45 countries to fight hunger and disease, seek justice and education for women, hold companies and governments to account and help communities cope with emergencies. 

In the UK our role is to raise funds to carry out programme work internationally, to motivate and engage our supporters and the general public and to campaign for change. We are a dynamic, forward thinking organisation, focused on achieving long-term change through supporting our partners to make a sustainable difference.

The five year strategy for ActionAid UK is due to complete in August 2011 and we will need an element of flexibility with the Head of Public Affairs role, so therefore this will be recruited as an Interim 12 month fixed term position.

The Interim Head of Public Affairs role sits within the Policy & Campaigns Department.  It is relatively new, created in early 2010, along with the creation of the Public Affairs Team. The value, boundaries and accountabilities of the role (and the team) to the organisation have been consolidated over the past year.  ActionAid now has a higher profile with political targets, the political parties and their think-tanks, with government and the Opposition.  Some of the many achievements of this post and the team include the immersion of the international development Secretary of State with a poor family in Ethiopia and the appointment of the Minister for International Violence Against Women in both the Labour and the new Coalition governments. 

The Public Affairs Team is responsible for implementing and leading implementation of the organisation’s overall political strategy, developing political strategies for the issue campaigns, advocating on Women’s Rights issues, and for generally raising ActionAid’s profile with the political establishment and our links with Whitehall, political parties and their think tanks and Westminster. The Interim Head of Public Affairs leads this work and is therefore a key adviser to the Chief Executive and the Director of Policy & Campaigns.


	Main purpose of the role

	The Head of Public Affairs is responsible for ensuring that ActionAid is pursuing a coherent and effective political influencing strategy (of lobbying, media advocacy and other activities) that enables success in our campaigning and advocacy agenda.  This involves:

· creating the most favourable environment for advancing agreed organisation-wide political objectives;

· being alert and responsive to both opportunities for and risks to ActionAid’s positioning, and;  
· building effective relationships with influencers and decision-makers.

The organisation’s commitment to Women’s Rights means that the Head of Public Affairs is chief strategist and lobbyist in advancing this agenda. 
To help achieve the purpose of the role, the Head of Public affairs leads and manages a small team of lobbyists focused on Whitehall, Westminster and political parties.


	Management and key relationships

	Staff managed

	Four

	Reports to

	Director of Policy & Campaigns

	Key Relationships

	Internal: Chief Executive – ActionAid-UK (‘AAUK’), Policy & Campaigns Department Management Team (‘DMT’), Media Team, relevant Country Directors across ActionAid- International (‘AAI’) 

External: BOAGs Hds of Advocacy/Government Relations, Sr government officials in DFID, FCO, MoD, Cabinet Ministers, Shadow Cabinet, political party think-tanks,  Chairs of relevant Parliamentary committees and cross-party groups, relevant members of House of Lords, BOND


	Main Duties

	Duty
	% Time


	1
	Provide direction to the development of political and advocacy strategies on all campaigns and issues we work on in UK and on those which AAI coordinates globally; as well as drive the development and regular review of AAUK’s overall political strategy
	25%

	2
	Act as a senior level lobbyist and primary media spokesperson for cross-cutting targets and issues and actively manage AAUK’s political risks
	15%

	3
	Manage the Public Affairs Team and women’s rights advocacy work
	15%

	4
	Advise the Chief Executive and Director of Policy & Campaigns directly on the political opportunities available to AAUK, on our positioning with relevant senior members of Cabinet and the shadow Cabinet, and ensure the CEO and Director of Policy & Campaigns are well-briefed for their own lobbying activities.
	15%

	5
	Ensure that AAUK makes full use of presenting opportunities and actively create political influencing opportunities to advance our advocacy objectives including through directly project managing some activities.
	15%

	6
	Ensure AAUK public policy messages and advocacy materials are coherent, of a high quality and on brand, builds on targets’ concerns and consistently promotes women’s rights issues and perspectives
	10%

	7
	As a member of the DMT, support the Director of Policy & Campaigns in providing leadership to the department and undertake other duties, as required by Director to assist the organisation to achieve its objectives.
	5%


	Person Specification

	Knowledge, skills and experience: key requirements

	
	Requirement
	Evaluation


	1
	Ability and experience in designing organisation-wide political influencing strategy as well as political strategies for specific campaigns
	App, Int, Test

	2
	Strong political judgement and extensive experience of high level policy influencing/lobbying work
	App, Int

	3
	Detailed knowledge of decision-making processes and influencing opportunities in the UK government, and at least one of the international bodies of which it is a member (eg, G8/G20, Council of Europe)
	App, Int

	4
	Extensive experience of media-based advocacy and of being a media spokesperson in both broadcast and print media
	App, Int

	5
	Extensive experience of networking and contact building in Whitehall, Westminster, political parties and think-tanks; an extensive contacts list
	App, Int

	6
	Experience of management of both staff and projects
	App, Int

	7
	Excellent negotiation and both written and oral communication skills
	App, Int

	8
	Strong presentational skills, especially the ability to digest large amounts of information, and present complex issues clearly and concisely to a variety of specialist and non-specialist audiences
	Test

	Knowledge, skills and experience: desirable

	
	Requirement
	

	
	Knowledge of women’s rights and experience of advocacy work on women’s rights issues.
	App, Int

	

	Competencies


	
	Requirement
	Evaluation

	1
	Collaboration:  The ability to work co-operatively and flexibly with others, both within and outside the organisation, demonstrating an understanding of effective team working and partnerships. 
	Int

	2
	Leadership & Management:  The capacity to inspire others to give their best to achieve a desired result, whilst maintaining effective relationships with individuals and teams as whole. 
	Int

	3
	Communication:  The ability to negotiate, influence and communicate points clearly, both orally and in writing, and to adapt to a wide range of audiences ensuring a coherence of message.  
	Int, Test

	4
	Planning:    The ability to think ahead and develop strategies which are aligned to the wider national and international organisational context.    Effective allocation of resources
	Int, Test

	5
	Innovation:  The ability to originate, introduce and be open to new practices, concepts, ideas and change.  To look to continuously improve and advance the organisational influence.
	Int

	6
	Action:  Accepting ownership and accountability within an international organisation.  Initiative and enthusiasm in responding quickly to changing priorities and meeting challenging deadlines.
	Int,


� E.g. permanent or fixed term


� Please note ActionAid reserves the right to increase or reduce the number of staff managed according to the needs of the organisation.


� Please note ActionAid reserves the right to change the line of management according to the needs of the organisation.


� Please note these percentages are an indication only of the weighting of the duties.


� This is relevant for recruitment purposes and sets out how a candidate will be assessed against requirements. Options are application form/CV (App), interview (Int) or test (Test)


� Competencies articulate the behaviours which an organisation expects its staff to demonstrate in the course of their work both to reflect organisational values and add significance and worth.
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