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JOB PROFILE – POLICY ASSISTANT  (Fixed Term until 31 March 2027)
[bookmark: _Hlk136344570]Reporting to:	Policy Manager
Salary:  	£36,323 - £38, 782 Grade 2 (SCP 8-12)

Hours:  	36 hours weekly. COSLA operates a flexitime system

Holidays:	27 days, plus 8 fixed days and 3 ‘floating’ days between Christmas and New Year

Based:  	Edinburgh

Duration:	Fixed term until 31 March 2027

Summary of Role

You will support policy development within your team and contribute to specific policy areas. Working within parameters agreed with your line manager, you will take ownership of issues, use initiative, and see work through to successful completion. As you build political awareness, your responsibilities and contribution to COSLA’s priorities will develop.

You will be an exemplar for the public service ethos by committing to: 

· respect for the autonomy and potential of Scotland’s people and communities, and the ambition to help maximise both;

· ambition to improve the lives and opportunities of Scotland’s people and communities, and a commitment to work with them to achieve their aspirations; and

· achieving maximum value and impact for public resources, and being accountable to the public for what is done in their name.

Principal Accountabilities

1. You will work with others to develop COSLA policy around thematic issues and/or 
emerging priorities arising from:

· COSLA’s strategic objectives and business planning processes

· Decisions made at Convention, Leaders or Board meetings; and

· Instructions from your line manager.

2. You will support specific policy development projects, as agreed with your line manager, and communicate COSLA policy to member councils and relevant partners and stakeholders, including briefing colleagues and elected members as required.

3. You will support COSLA’s political processes and will have the opportunity to produce and present reports. Following consultation with the Chief Officer, you will prepare and, where appropriate, present high-quality written work that is suitably evidenced and clearly structured for the intended audience, in support of policy development undertaken by you.

4. You will present arguments clearly and effectively in support of COSLA’s negotiating position on matters relevant to your role with external partners and stakeholders.

5. You will create and maintain a framework of professional relationships and provide 
advice and guidance to partners as required by your line manager.

6. You will carry out a range of duties in support of policy development, for example 
organising and minuting meetings, collating and analysing data, providing briefings.

7. You will undertake other reasonable duties as required.

General Accountabilities

1. You will work co-operatively within and across teams, as required, taking responsibility for policy work and any recommendations that flow from your work, in line with agreed parameters.

2. Your written work will be of good quality and ready for presentation to relevant 
audiences.

3. You will represent COSLA professionally, acting in line with organisational values and standards of conduct.

4. You will provide excellent customer service to member councils, colleagues, partners, 
and stakeholders.

5. You are expected to:

· Behave in a consistent, fair and inclusive manner;

· Promote team working in an open and communicative environment;

· Support and encourage other team members.

6. You will undertake any other duties consistent with your position as a member of staff in 
the organisation.

7. You will abide by staff policies in the conduct of your everyday business with COSLA.

COSLA POLICY ASSISTANT - PERSON SPECIFICATION

ATTRIBUTES

Essential
· Understanding of policy development
· Experience in research and analytical work
· Excellent administrative and organisational skills
· Experience of negotiation
· Excellent writing skills 
· Experience of public speaking 

Desirable
· Interest in public sector policy development
· Understanding of issues currently affecting Scottish Local Government
· Interest in adapting and developing Scottish guidance/legislation
· Interest in adapting and developing UK guidance/legislation to Scotland

PERSONAL QUALITIES
· Clear communicator; approachable and professional
· Communicates effectively with a range of audiences
· Professional and credible representative of COSLA
· Plans and prioritises work, seeking guidance appropriately

QUALIFICATIONS
· Educated to degree level or able to demonstrate equivalent knowledge and skills gained through relevant experience

EXPERIENCE
· Research and analysis
· Producing written work
· Working as part of a team
· Negotiating with others

SKILLS AND ABILITIES APPLICABLE TO POST
· Verbal/written communication skills
· Public speaking
· Able to plan and prioritise work, seeking guidance appropriately
· Development of interagency partnership/networks
· Negotiation and influencing skills
· Proficient in the Microsoft Office suite, in particular Word, Excel and PowerPoint
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