
   

 

 

1. To lead and manage a range of high profile policy and strategic projects, which contribute 
to the delivery of corporate priorities, as set out in the new Borough Plan.  
 

2. To lead new policy and strategy development, equalities and business improvement across 
the organisation, in agreed areas.  

 
3. To manage the Policy Team, enabling the team to deliver a range of projects as allocated, 

and building policy capability across the organisation.  
 

4. Working with colleagues from legal and HR, provide support and advice to the Corporate 
Leadership Group to ensure compliance with the Equalities Act 2010 and that as an 
organization we deliver on our corporate equalities objectives. 

 

 

 
1. To provide strategic advice and direction to the Council. This will involve working closely 

with senior managers and policy officers across the Council, advising and supporting them in 
relation to the changing policy context.  

 
2. To work with the Assistant Director for Strategy & Partnerships and the Head of Service to 

commission and deliver the development of policy and strategy across functions. This will 
involve leading new analysis and engagement and developing new policy and systemic 
change. The role will ensure project delivery is to a high standard and driven by intelligent 
use of research findings and conclusions.  

 
3. To manage relationships with key stakeholders, external partner organisations and a range 

of other professionals to ensure effective collaborative working on key policy issues. To use a 
high level of interpersonal and team working skills to support partnership and matrix 
working. 

 



4. To design and lead effective meetings and working sessions with residents, staff and 
stakeholders. Develop innovative and creative ways in which to ensure customers are at the 
heart of everything the council delivers. 

 
5. Keep an up to date understanding and knowledge about key relevant legislation and 

associated statutory requirements, including equalities legislation, ensuring that this 
understanding is central to strategy and policy development. 

 
6. To take a lead role in promoting the Council’s Public Sector Equality Duty, ensuring that all 

work is undertaken with understanding, knowledge and application of the partnership and 
Council’s equalities policies and aspirations. 

 
7. Perform all duties with due regard to political sensitivity, tact and diplomacy, and maintain 

confidentiality at all times.  
 
Manage the Policy team 

 
8. Manage the Policy team to ensure high levels of performance and be responsible for the 

performance and development of staff members, in line with the Council’s HR practices. 
 

9. Deputise for the Head of Service as required and build strong relationships with the Leader, 
Cabinet and Senior Leadership Team.  

 

 

 

1. Understanding, knowledge and ability to follow guidelines that ensures compliance with Health 
and Safety at Work, Data Protection and other statutory requirements. 

2. Maintain a safe and healthy working environment and ensure that the Council’s policies in this 
area are adhered to. 

3. Maintain a good working knowledge of the Council’s functions and processes and keep up to 
date with changes. 

4. Knowledge and experience of using IT. 

 To undertake any other temporary responsibilities aligned with the overall purpose and grade 
of the role.

 

Abilities/Experiences 

• Experience of working directly with senior officers and Councillors and working 
in a complex, politically-led environment. 

• Ability and experience of developing strong working relationships across all 
levels of the organization in terms of both officers and Members; 

 
 
Essential 
 
 
Essential 
 
 
 



• Ability to brief and advise the corporate and political leadership teams and 
equivalents, face to face, confidently, concisely and clearly and deal with their 
questions. 

• Proven ability to innovate and develop ideas and concepts into practice, with 
experience in policy and strategy development at a project manager level.  

• Able to stay abreast of new developments, tools and techniques relevant to the 
function and the capability to communicate and deploy these is an appropriate, 
effective way. 

• Ability to prioritise and manage the workload of the team effectively in a busy 
environment. 

 

Qualifications (only if applicable) 

• Educated to degree level.  

• Project management qualification 

 

Knowledge/Skills 

• Knowledge of the main issues affecting local government, ideally involving 
working directly with senior officers and elected Members. 

• Highly developed written/oral communication skills. 

• Demonstrable experience of research and analysis, project management, and 
policy briefings in either the public or private sector – ability to produce 
complex, high quality reports and analysis for senior officers and Cabinet.  

• Knowledge and experience of project planning and management.  

• Knowledge of qualitative and quantitative research methods and first rate 
analysis skills.  

 
Essential 
 
Essential 
 
 
Essential 
 
 
Desirable 
 
 
Essential 
 
 
 
Desirable  
 
Desirable  
 
 
 
 
Essential 
 
Essential 
 
 
Essential 
 
 
Essential 
 
Essential  

 

Main Contacts: 
 
1. Head of Service 
2. Head of the Leader’s Office 
3. Assistant Director of Strategy & Communications  
4. Senior Leadership Team and Corporate Management Group 
5. Leader and Cabinet Members 
6. Key external partners and stakeholders 

 



The Policy team is a small team, with a flat structure. The Policy team manager will manage the 
four to five members of the team directly.  



   

 

 

  



 

 

IT equipment; resources allocated to specific projects as directed by the team manager 

No  

No 

No  

Yes – maintaining, updating and analyzing project plans and data will be a key element of the role. 

No  


