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Application Pack - Senior Public Policy Officer

Hours:
0.8FTE (28hrs / week | Fixed term: 15 months from appointment
or
Full time (35 hours / week) | Fixed term: 1 year from appointment

Salary
Grade D: £33,662 – £39,559 (pro-rata)

We are seeking an experienced Senior Public Policy Officer to coordinate our policy advice work - contributing to the delivery of one of our four key strategic priorities: “Contribute to major policy solutions by providing independent advice and facilitating knowledge exchange”. We are looking for someone to with the enthusiasm to mobilise our amazing Fellows and other stakeholders to ensure our work delivers impact.
This is an exciting opportunity for someone looking to combine flexible working with an interesting and varied role in a dynamic team.
We are happy to support targeted professional development for Welsh speakers who feel out of practice or lacking confidence.

About the Learned Society of Wales
We are Wales’ National Academy for Sciences, Arts and Humanities. Our charitable purpose is the advancement of knowledge, and the power of research and innovation to benefit Wales' economy and society. Our Fellows, rigorously selected through a scrutiny process, are leaders in their fields with the shared purpose of giving back to Wales. 
Our small, friendly and committed staff team of 14 is responsible for delivering the Society’s activities. You will work with the whole team, which also brings the opportunity to get involved in a range of activities beyond your core responsibilities, gaining insight into different areas of the organisation and contributing to a collaborative and supportive working culture.

About the role
We are excited to be establishing a new mechanism within the Society to support our Fellowship of Wales’ leading experts to inform policymaking with independent and reliable evidence. This role will lead on the successful formation of the new mechanism, with guidance from an expert advisory group and support from our small team, including the Head of Public Policy, an Administrative Assistant, and our Senior Communications Officer.
You will have demonstrable experience in supporting the development of evidence-led policy advice.  You will have a strong understanding of the Welsh political system, and understand how evidence can inform policymaking within this context. You will also have an understanding of how to reach influential stakeholders with evidence-based policy advice.
You will be willing to support the Society’s bilingual ways of working. The Society is a bilingual organisation with strong practices already in place, and a positive workplace culture surrounding the Welsh language. We are happy to receive applications from Welsh speakers that are out of practice or lack confidence in their Welsh. We support professional training to support Welsh language development at all levels.
The post holder will have high levels of independence and scope for creative working in designing and delivering an evolving area of work for the Society. You will be part of a small external affairs team, and also as part of a small organisation of 14. You will report to our Head of Public Policy. 


Working for us
The role is offered on an initial fixed-term contract in the first instance, with the intention of extending to a permanent position, subject to mutual agreement and the Society’s annual funding settlement.
We are committed to building a diverse and inclusive Society that reflects the society we serve. We warmly welcome applications from individuals from under-represented backgrounds. We pride ourselves on being a supportive and sociable team, and are looking for someone who will become an active part of this by contributing to team meetings, participating in training, and helping us foster a positive working environment.


Key facts about this role
	Salary
	£33,662 – 39,559 per annum, pro-rata for part-time hours.
Band D (spine points 24-30).
We anticipate appointing at the bottom of this band, but negotiation is possible depending on experience. 

	Hours
	Our staff work flexibly; the pattern of hours will be agreed with the line manager. Given this role supports business that primarily takes place during term-time, a pattern of increased hours during term time and decreased hours during main school holidays (not half term holidays) could be considered. 
Please be aware that any agreed working pattern must include availability for team meetings (once a week in-person meetings). The post-holder may occasionally be required to work evenings. Any additional time worked is normally given back as TOIL (time off in lieu). 

	Location
	Our offices are based in Cathays Park, Cardiff. We operate a hybrid working policy and anticipate the post-holder dividing their work between office and home (details to be agreed with line manager), with at least one day per week in the office. We aim to be as flexible as possible with staff but please note 100% home working is not possible as the post requires you to attend in-person meetings and events.

	Line manager
	Head of Public Policy

	Annual leave
	The basic leave allowance is 25 days (pro-rata), to be taken as agreed with the line manager, plus bank holidays. We also provide 7 additional ‘customary leave days’ per year (pro-rata), normally provided to extend Christmas and Easter breaks.

	Pension and benefits
	The post-holder may join our pension scheme, with the employer and employee each contributing 5% of gross salary into the scheme each month.
We provide enhanced sick pay and maternity pay that exceed the statutory minimum.
We provide additional annual leave (see “customary leave” above) and volunteer leave.

	Travel
	The job may occasionally require some travel. Expenses will be reimbursed.
The post holder should be agile in terms of needing to visit other sites/meeting venues.



Responsibilities
1. With guidance from the Society’s Knowledge Exchange Advisory group, and overseen by the Head of Public Policy, lead on the creation of LSW’s new Knowledge Exchange Mechanism, which will empower experts to support evidence-based policymaking in Wales. This will include:
· Facilitating meetings between a variety of Fellows and policymakers
· Identifying opportunities for Knowledge Exchange
· Liaising with important stakeholders including Senedd staff and LSW Fellows
· Delivering events, including a knowledge exchange workshop for LSW Fellows
· Processing applications for partnership working
· Disseminating outputs from Knowledge Exchange activities.
2. Providing Secretariat for the LSW Knowledge Exchange Advisory Group, including:
· Arranging meetings
· Minute-taking
· Taking forward actions.
3. Support the CEO and President with important meetings with public policy stakeholders, including:
· Writing strategic briefings
· Working with diary managers to ensure meetings arrangements are in place, tracking actions and follow-up.
4. Reporting to the Head of Public Policy, and with guidance from an expert advisory group, act as the Society’s Welsh Language Officer, supporting colleagues to provide a fully bilingual service, including:
· Providing Secretariat for the LSW Welsh Language Advisory Group
· Supporting the Society’s application to the Cynnig Cymraeg Scheme
· Serving as a primary contact for LSW’s translation providers
· Helping to facilitate a work environment where Welsh learners have opportunities to practice.

Person specification
	
	Criteria
	Essential
	Desirable

	Qualification
	A-Levels or equivalent qualifications 
	
	

	
	A degree or equivalent
	
	

	Knowledge and experience


	Strong understanding of the Welsh policymaking system
	
	

	
	Experience of using evidence to inform policymaking
	
	

	Skills, abilities and attitude
	Project management skills
	
	

	
	Excellent organisational skills.
	
	

	
	Initiative, and willingness to drive activity forward.
	
	

	
	Excellent written and spoken communication skills 
	In Welsh
	
	

	
	
	In English
	
	

	
	Commitment to equality, diversity and inclusion
	
	

	
	Commitment to supporting the Society’s development as a bilingual organisation.
	
	

	
	Commitment to / interest in the Society’s mission and aims
	
	



How to apply 
The Learned Society of Wales is working exclusively with Penodi on this appointment and all applications should be made through Penodi.
For further information, an informal conversation about the role, or to submit an application, please contact Andrew Carpenter: andrew@penodi.cymru / 07385 502078.
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