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JOB DESCRIPTION

TITLE:



Policy Officer
RESPONSIBLE TO:

Director Policy Development Programme
STATUS OF POST:
Post will be equivalent in salary terms to a Staff Officer in the Northern Ireland Civil Service.  Full time and permanent post
The Community Relations Council (CRC) is an independent charity and company limited by guarantee, which works to promote peace building and reconciliation based on the principles of equity, respect for diversity and interdependence.

BACKGROUND AND DUTIES OF THE POLICY OFFICER
In recent years, much has changed in Northern Ireland.  The achievement of shared government in 2007 symbolized a new departure in political co-operation and the culmination of years of difficult negotiation.  In spite of many setbacks, there has been clear and measurable progress away from hostility and towards partnership and a new basis for living and working together.  

It is clear, however, that political agreement has not magically resolved all of our remaining problems there is still little progress in the establishment of a policy framework to deal with the legacy of the past.

Despite this policy vacuum CRC continues its role in influencing and developing policy and good practice across all sectors. 

The Policy Officer holder will work with the Policy Director and other programme staff to:

1) Assist with the development, management and implementation of a policy monitoring framework which will: 

a. include all government departments

b. review all policies and include new and emerging policies 

c. identify those with potential CR element 

d. prioritise those for CRC attention, intervention and support

e. develop mechanics to monitor progress

2) Support the Council to engage with stakeholders, including political parties, public institutions and community organisations, to promote key policy priorities of the Council

3) Work with CRC funding programmes to identify models of good practice which could assist in influencing Government policies

4) Develop practice to policy interventions ensuring good practice approaches to enable statutory agencies to meet S75(2) responsibilities. 

5) Engage and lead where appropriate, in partnership work on key Government  policies and initiatives

6) Represent Council on appropriate boards and panels, at conferences, workshops, and information events including carrying out presentations on the work of the Council and other policy areas.

7) Assist with the co-ordination of the work of the Programme including liaising with Programme Staff, CRC’s Management Team, Council, Policy and Communications Committee and other external organisations, as required.

8) Organise seminars, conferences and information events relating to the work of the Programme.

9) Contribute to the review and evaluation of the Policy Development Programme work and CRC’s policies and procedures, projects and programmes.

10) Submit regular reports on work undertaken.

11) Undertake Line Management responsibilities.
12) Any other reasonable duties as and when required by Council.

CONDITIONS OF SERVICE:
The conditions of service for Community Relations Council are broadly in line with those of the Northern Ireland Civil Service and these are set out in your contract of employment and in the Council’s Staff Conditions of Service which are available from the Director of Finance, Administration and Personnel. 

The main conditions of service applying to the post are:

1) Status: The post will be equivalent in salary terms to a Staff Officer in the Northern Ireland Civil Service and is full time and permanent.

2) Holidays: 25 days annually plus statutory holidays plus length of service additions may apply.

3) Hours of employment: 35 hours per week, exclusive of meal breaks.

4) Pension: All Council staff are offered membership of NILGOSC Pension Scheme on a non-contributory basis.

5) Location:  The post is located in the Councils offices, presently at 6 Murray Street, Belfast

6) The postholder will occasionally be expected to work unsocial hours, and a system of time in lieu will operate.

7) The Policy Officer must have a current valid driving licence and access to personal transport for work purposes/or* have access to a form of transport which will permit the applicant to meet the requirements of the post in full (*This relates to any person who has declared to having a disability which debars them from driving).

8) The post-holder will occasionally be expected to work unsocial hours, and a system of time in lieu will operate.
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PERSON SPECIFICATION

POLICY OFFICER – POLICY DEVELOPMENT DEPARTMENT
If the panel decides, from the information contained in your application, that you do not meet any one of the essential criteria, then you will not be shortlisted.

In customising your application to our vacant post you must demonstrate clearly and unambiguously that you meet all the essential criteria.

If you believe that your qualifications are equivalent to those listed, then this must be clearly detailed in your application.  The panel may request evidence of equivalency if you are called to interview.

Essential Criteria

1 A relevant third level qualification (please specify) 
2 At least 2 years experience of community relations work, in a paid or voluntary capacity demonstrating your personal commitment to community relations work.
3 Demonstrable and detailed understanding of the issues, legislation and different methodologies involved in good relations work, and how these affect public, private, voluntary and community sector bodies.

4 Ability to disseminate policy and legislative documents to practice approaches.

5 Experience of policy development, management and implementation. 

6 Good communication skills; written, oral, interpersonal and negotiation skills.
7 Experience of chairing meetings and facilitation skills.

8 Ability to work on own initiative.

9 The ability to work as part of a team using well developed team building skills.
10 Proven experience of using the Microsoft Office range of programmes in particular Microsoft Word, PowerPoint and Outlook.
11    A full current and valid driving licence and access to personal transport for business use or* have access to a form of transport which will permit the applicant to meet the requirements of the post in full (*This relates to any person who has declared to having a disability which debars them from driving).

Desirable Criteria

1 Research experience.

2 Experience of event planning and co-ordination.
CVs will not be accepted

