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JOB PROFILE: POLITICAL ASSISTANT

About the job: 
To provide research, communications and policy development advice to the members of a political group and support them in their responsibilities.

This is what we need you to do: 
· Gather, collate, analyse and distribute information, from a range of sources and all levels of complexity, on behalf of the Group, including the preparation of appropriate reports and briefing notes to ensure Members of the Group are well informed on the Council’s business and other appropriate issues, including the national policy agenda for local government.
· Identify opportunities for research and policy development, including areas of potential political and budgetary interest, across the full range of the Council’s services. Undertake such other project work and research as required by the Group Leader or other Members of the Group.
· Monitor all areas of the Council’s business, identifying potential problems and opportunities and suggesting solutions to the Group. Where appropriate, assist Member oversight and scrutiny, making suggestions for their development.
· Build productive relationships at all levels with external bodies on Group business, including other local authorities, the Local Government Association, the local Members of Parliament, MEPs, relevant Government bodies and press & broadcast media, locally, regionally and nationally.  Advocate group or council policy where appropriate.
· Develop innovative draft policies.  Where appropriate discuss their implications with senior council officers and/or party members in other branches of local and nationally elected government.
· Represent the Group Leader and/or Group, where appropriate, in discussions with other politicians at all levels, political groups, outside bodies and members of the public.  Where necessary, advocate group or council policies and/or negotiate to support group or council aims.
· Provide support to the Group Leader to assist in the management of the Party Group and ensure the efficient operation of the Party Group’s business and affairs.  Prepare reports, attending meetings of the Group, taking necessary follow up action to ensure the smooth running of the Party Group.
· Develop, implement and coordinate a proactive programme of press and media relations work to assist the Group. Provide the Leader and Group Members with high quality specialist advice on all aspects of press and media relations.
· Provide and co-ordinate effective responses to media enquiries as appropriate, including the organisation of press launches, conferences, briefings and interviews.
· Proactively sets up and maintains the Group’s social media and online communications.
· Respond to enquiries from the public and assisting Members in resolving constituents’ problems and enquiries.
· Attend selected Council, Cabinet and other meetings of any County Council decision-making function to provide advice to Members and monitor proceedings. Attend Group meetings to provide advice and assistance to the Group Leader and/or Members of the Group.
· Liaise with senior officers of the County Council to ensure that local and national developments and proposals of significance to the Party Group are identified and an appropriate briefing is provided.
· Maintain a detailed awareness of national issues and developments in local Government policy, process and procedure.  Maintain a good level of knowledge on all local government issues, including the Council’s Constitution, local government finance, local government law and issues of local Government policy and community development.
· Take responsibility for the training and development of Members in fulfilling their role as councillors.  Advise Members of relevant conferences, seminars and other training opportunities.  Managing the Member’s training budget.
· Attending appropriate conferences, seminars and meetings and reporting back to the Group Leader or Members of the Group as appropriate. 

Monitoring and ongoing development of outcomes:
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.

The ideal candidate will have:
Experience
· Experience of working in a political environment.
· Experience of communicating effectively with the media, particularly on contentious issue.
· Detailed knowledge of the issues affecting local government.
· Detailed knowledge of current UK politics and the policies of major parties.
· Detailed knowledge of Gloucestershire politics.
 
Knowledge, skills and understanding
· Capacity to work well under pressure, work proactively and manage competing demands
· Able to demonstrate political sensitivity and diplomacy, and ability to work in a complex political environment
· Ability to develop productive working relationships with people at all levels.  
· Ability to persuade and influence at the highest level. 
· Negotiation, communication and inter-personal skills.
· Effective oral and written communication and presentation skills
· Good understanding of online communications including social media. 

Behavioural attributes
· Politically astute. 
· Personal credibility to provide support to councillors at the highest levels of decision-making. 
· Able to cope and function effectively when working in a pressurised environment. 
· Able to work effectively with people at all levels within the council, relevant political party, central government, other outside bodies. 
· Ability to work effectively as an individual, planning and delivering own work programme without direction.
· Emotionally resilient. 
· Flexible, creative, self- starting, focused. 
· Organised and able to meet tight deadlines. 
· Able to respond to a changing pattern of demand at work which can be unpredictable and unplanned, requiring constant shifts of priority. 

Education & Qualifications
· Essential - Educated to at least degree level or equivalent.
· Exhibit the capabilities of someone able to operate at a degree level of knowledge, understanding and analysis. 
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