

General role description

· Develop and maintain effective systems 

· Advise and support adviser and advice session supervisors 

· Keep up to date with issues 

· Report to workers meetings 

· Promote discussion with advisers 

· Explain social policy to new advisers 

· Review priorities

· Produce written reports
Charnwood needs
· Establish links with local media to promote social policy issues in local community

· Assist in local activities to support social policy initiatives at national, county or bureau level 

· Depending upon background and previous experience, role holder will initially assist existing social policy co-ordinator with assigned activities, but will subsequently take on full share of responsibilities.

· Attend Leics & Rutland Social Policy Cluster Group meetings – may also be asked to attend regional and national conferences from time to time.

Person requirements
· Well-developed interpersonal skills – experience in situations requiring influencing and persuasion in external contacts

· Able to initiate action plans without the need for detailed instructions. Comfortable operating with broad guidelines and limited personal supervision

· Able to generate ideas for problem solving and improving the status quo

· Good standard of literacy and numeracy. Ideally experience of preparing press releases and similar communications

· Basic computer skills – competent with Word and Excel or similar spreadsheet package. Able to use email (preferably with email access at home)

· Ideally, some experience of giving presentations – could be asked to give presentations to internal staff and ultimately to external organisations.

Working Arrangements
· Minimum of 6 hours per week in the bureau, but likely to be longer during training and orientation period.

· Willingness to do additional work at home when necessary if possible.

· Exact arrangements for bureau attendance to be determined, but likely to include either Wednesday afternoons and/or Friday mornings in order to use bureau facilities when interview rooms not in use. Will also be need to consider how best to provide time with existing SP Co-ordinator, who is currently in the Bureau on Wednesday mornings and Thursday afternoons. 
