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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. Employees are expected to be flexible in their work in order to deliver the objectives of the organisation.
	Job title
	Interim Director of Policy and Campaigns 

	Contract type
	Fixed Term  Contract – (From 26/03 to 7/09 2012) 

	Grade/starting salary
	Band 7 (£56,741 – £66,754) Negotiable

	Reporting to
	Executive Director

	Direct reports
	Head of Campaigns, Head of Public Affairs, Head of Policy, Personal Assistant/Department Administrator 


	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 campaign for change and to motivate and engage our supporters and the public. We are a value driven, forward thinking organisation, focused on achieving long-term change through supporting our partners to make a sustainable difference.
This temporary vacancy has arisen due to the current Director taking a 5 month sabbatical leave (from 1st April to end August). During her absence the Interim Director of Policy and Campaigns will be a key member of the Senior Management Team acting as a key corporate leader for ActionAid UK (AAUK). In addition the key priorities the Director will be responsible for delivery include:
· Completion of the restructuring of the Policy and Campaigns Department, working to ensure high levels of employee engagement and that the restructure is in line with the wider organisational review currently being led by AAUK’s Senior Management Team (SMT). This review has been triggered by the ambitions of the newly approved AAUK strategy and current operational constraints. 
· Provide strategic and operational support to the Policy and Campaigns Heads of Teams in their new or expanded roles, particularly in responding to two big upcoming opportunities: a proposed UK INGO sector wide campaign for 2012/13 and leading one of AAI’s multi-country campaigns
· Ensuring that AAUK plays an appropriate role in the INGO campaign on food and hunger, especially the ‘soft launch’ at the end of 2012 and that AAUK sets aside sufficient resource commensurate with our vision and capacity. 
· Leading the Policy and Campaigns Department response when AAI starts gearing up and planning the multi-country campaigns of the new strategy and, in particular, supporting the AAUK Executive Director in the negotiations for AAUK’s leadership role for one of these campaigns.
	Purpose of the Role



As a member of the Senior Management Team, the Director of Policy and Campaigns provides strong and visionary leadership in the implementation of ActionAid UK’s (‘AAUK’) overall strategy and acts as an advocate for the organisation.  The role holder leads the advocacy and campaigning function in the UK, supporting the solid delivery of AAUK advocacy and campaigning goals within the AAUK strategy (2012-2017) in alignment with the overall ActionAid International (‘AAI’) strategy, AAUK’s and AAI’s Campaigning Visions and the Resource Book for AAI’s Human Rights Based Approach.   

In leading the advocacy and campaigning function, the Director of Policy and Campaigns works across the organisation, ensuring effective political engagement and campaign strategies, internal alignment and efficient delivery against our advocacy change objectives, our brand and campaigning ‘signature’ and the requirements of our policy positioning. The Director also leads engagement with the International Programmes Directorate of AAI, ensuring that the linkages and synergies between our programme work and our advocacy & campaigning priorities in the UK are maximised. 
This leadership role is crucial in the monitoring of performance to support the delivery of AAUK goals that contribute to the achievement of AAI’s strategic objectives and key change promises. The Director is accountable to the Executive Director for the overall performance of the AAUK’s Policy and Campaigns Department. Working closely with the Policy and Campaigns departmental heads of team, it ensures that all opportunities for making progress on change objectives and risks to the organisation are efficiently analysed, reviewed and addressed. 

	Key tasks and responsibilities



Corporate Leadership

· Contribute to the implementation of AAUK’s new strategy and policy, within the AAI framework.

· Work closely with other members of the SMT to promote and exemplify a culture of integrated ways of thinking, planning and activity, actively seeks opportunities for partnership and sharing of learning thereby ensuring a sharing of knowledge and expertise across AAUK and AAI.

· Demonstrate strong leadership alongside day-to-day practices which reinforce ActionAid’s mission, values and behaviours and creates successful outcomes.

· Work with members of the SMT and the Board of Trustees to ensure they are fully aware of the requirements of the Policy & Campaigns Dept and their current/future work outputs and strategies.  

· Produce and explain reports/papers relating to policy, advocacy and campaigning activities as required by the SMT and the Board of Trustees.  This will include campaign strategies.

· Promote AA within the wider community.  Build networks and relationships in order to maximise and grow advocacy and fundraising opportunities. In addition link to external sector bodies to ensure AAUK’s presence and influence.  

Departmental Leadership and Development of Advocacy, Campaigns and Joint Policy Projects

1. Complete the review and restructuring programme of the P&C department, in line and in sync with the organisation-wide review and restructuring, being accountable to the Executive Director and Senior Management Team for ensuring high levels of employee engagement.

2. Ensure that risks associated with our campaigns and advocacy are clearly identified and mitigated, where necessary with the support of other departments.
3. Work with the Campaign Strategy Team for the sign-off of campaign plans and message platforms and for its continued strengthening and effectiveness.

4. Support the Executive Director in securing AAUK leadership over one of the multi-country campaigns. 
5. Work with and support the Heads of Teams in managing a heavy and complex workload of campaign engagement over several fronts in a short space of time (including with peer organisations for the 2013 joint campaign) whilst carrying out the restructuring of the department.
6. In conjunction with the Departmental Heads, manage and drive a high performing team, ensuring clear objectives are agreed in line with AAUK’s strategy and that these are communicated, implemented and monitored effectively.  

7. Cultivate a climate of open dialogue across the function to ensure an efficient, effective and integrated P&C department. 

8. Supervise the work of the Personal Assistant/Department Administrator ensuring improvements to internal communication of P&C news and activities to AAUK and the AAI programme/policy/campaign community as well as well-planned department and DMT meetings.
9. Monitor, ensure reporting on and analyse the performance measurements and organisational indicators that are the responsibility of the P&C department.

10. Monitor, report on the budget and ensure quarterly budget forecasts are undertaken by all budget-holders in the department.
11. Work with the Department Management Team, HR and other internal and external resource persons to organise the P&C Summer School specifically and learning and development programme more generally.
Cross Organisational working
· Champion effective and productive working relationships between the UK and teams across AAI to develop increased programme effectiveness.

· To be a key brand champion for AAUK.

· Work alongside internal functions, ensure maximisation of fundraising opportunities and longer term retention of supporter base and campaigns contributions to these objectives.  

· Take a lead on external networking in the sector, and bringing into AAUK awareness of new trends and implications of changes in the external environment.

· Undertake other tasks that the Executive Director may reasonably require.

· Ensure that the department is informed of organisation-wide developments and is aware of SMT and Leadership Group decisions. 

· At all times, carry out duties with due regard to ActionAid’s Equal Opportunities Policy, Dignity at Work Policy and standards of behaviour, Health and Safety Regulations.

	Person Specification


	Knowledge and Experience


	Essential
	Desirable

	Strong organisational development, senior management (of staff, budgets and projects), and strategic leadership at a senior level 
	At least 3 years’ experience of managing a department and staff


	Significant experience of leading an organisation restructure programme and change management
	

	Senior management experience in policy, advocacy and/or campaigning work
	Experience of managing a policy and advocacy department or a campaigns team

	Knowledge of and interest in international development issues and human rights, including women’s rights
	Knowledge of these issues gained through working in an international context

	Significant experience of working within the International NGO sector in a senior Policy and Campaigns capacity 
	

	Experience of working within a senior management team and experience of  influencing and negotiating at this senior level
	

	Experience of developing and managing significant budgets and providing management information including forecasting against plan
	

	Skills and Abilities



	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
	Willing and able to travel



	Excellent negotiation skills, including demonstrated ability to work collaboratively with colleagues in teams and across departments and programmes, and across organisations
	

	Staff supervision and talent management
	

	Excellent writing and oral communication skills
	

	Strong planning and project management skills
	


Competencies
	Action 
· Understanding vision and purpose and conveying passionate commitment to them

· Being relentless and tenacious in pursuit of the right outcomes

· Taking difficult decisions in order to get things done

	Planning 
· Formulating clear and measurable objectives which will achieve our vision and strategy

· Sponsoring and planning projects which offer clear and measurable benefits to the organisation

· Scanning the environment and gathering information from a wide range of sources to inform planning



	Innovation 
· Fostering an environment where change is readily embraced and people are supported to make the necessary transition

· Driving transformative change and developing, contributing to and inspiring best practice



	Communication 
· Engaging key stakeholders with clear messaging, active listening and effective questioning

· Stimulating dialogue to achieve our vision and purpose



	Collaboration 
· Considering a wide range of stakeholder needs in decision-making

· Encouraging others to learn, develop, share knowledge and evaluate their effectiveness

· Stimulating a climate which enables highly effective, collaborative behaviour



	Leadership and Management
· Inspiring and intelligent leadership

· Building and maintaining a cohesive and focused management team which has credibility

· Encouraging a climate of employee growth




Shortlisted Candidates to be contacted:  28 February 2012
Interview:  01 March 2012

DOJ:  26 March 2012
