SCOTTISH LEGAL AID BOARD 
Person Specification and Job description for applicants
POLICY & DEVELOPMENT
Policy & Development Officers
Edinburgh
£30,590 - £35,570
Please also refer to the information available for applicants on our website www.slab-vacancies.org.uk, in particular the ‘General Information for Candidates’ attachment which applies to this role (which gives details on the pre-employment checks and main terms which may apply to you such as holiday leave entitlement and working patterns) as well as information in the job advert. Note that this information is provided for guidance only and does not form part of the conditions of employment. Further information about the Scottish Legal Aid Board, including who we are and what we do, can be found at www.slab.org.uk. 
Brief Outline

We currently have two full-time vacancies within our Policy and Development Department.

This appointment is permanent. A 6% contributory defined benefit pension scheme is in operation, the terms of which are in line with public service pension schemes. 

If you are applying for these roles on a part-time basis, please give details of the number of hours and pattern of part-time work you would be interested in. Further information is supplied in the ‘General Information for Applicants’.   

Successful candidates will be subject to the Scottish Legal Aid Board’s standard security checks which include the requirement for a current Basic Disclosure from Disclosure Scotland. 

The Job
To contribute to the delivery of SLAB’s policy development programme, which assists the organisation in meeting its strategic objective of advising Scottish Ministers on the strategic development of legal assistance. 

Main Duties and Responsibilities

1. Contributing to the development and implementation of policy proposals related to SLAB’s policy development programme, which may include a focus on internal governance and decision-making, access to justice and/or development of publicly funded legal advice services.
2. Contributing to the scoping, development, planning and effective management of projects, including monitoring progress and providing secretariat and papers
3. Responding to ad hoc policy issues and managing ad hoc short life reviews and projects
4. Identifying, sourcing and analysing relevant information, research and data that contribute to effective decision-making
5. Liaising with colleagues to identify requirements and coordinate inputs from various internal departments to support options generation and appraisal
6. Developing and managing effective working relationships with SLAB colleagues and key stakeholders related to programmes of work – including from the Scottish Government, the legal profession, the advice sector and solicitors, and the wider public sector, and equalities representative groups 
7. Contributing to reports for SLAB’s Board, Committees and the Scottish Government on policy development work and progress of projects
8. Supporting and reporting on Equality Impact Assessments across the organisation
9. Supporting policy team and other SLAB colleagues on wider development and implementation work as required
ORGANISATION


Organisation chart:








Contacts: 
(a) Senior Colleagues

Frequent contact with Policy Projects Manager and Manager of Policy and Development. Regular contact with Director of Strategic Development. Occasional contact with Chief Executive and other Directors. 
(b) Other Contacts

Regular daily contact with colleagues in Policy and Development Team & AMI. Regular liaison with other teams within the Strategic Development Directorate and other departments within SLAB, legal aid solicitors and as required with external agencies including Scottish Government.
Essential Criteria

The following competencies and experience are key to performing the job successfully:-
· Proven ability to analyse information, produce findings and recommendations
· A good level of experience of policy development or project work

· Good interpersonal skills and the ability to work as part of a team 

· Persistent, but able to maintain a sensitive and diplomatic approach

· Strong relationship building skills 

· Strong negotiation and group facilitation skills

· Good written and oral communication skills 
· Self-motivation and discipline 

· Strong customer focus

· Adaptability to rapidly changing requirements and the ability to meet tight deadlines

· Strong achievement orientation and an ability to get things done

· Good personal organisation

· Sound IT skills
Qualifications

· A graduate, preferably with an upper second Honours Arts, Law or Social Science degree or a good level of experience in the public sector (local or central government)
Desirable Criteria 

· Experience of work in/with central or local government, non-departmental public body
· Experience of corporate policy implementation 
Additional Competencies 
In addition to the competencies and experience detailed above, the following competencies are also required to perform the job successfully:-
Self Management 

· Take personal responsibility for your own actions

· Be aware of your own strengths and abilities

· Take control of your personal and professional development

· Act as a role model for those around you, demonstrating energy, commitment and confidence

· Contribute to and accept and embrace change

· Be aware of your personal impact on others

Team working 

· The team can rely on you to meet your agreed objectives and work targets

· Understand and fulfil your own responsibilities and be aware of how your work attendance and hours of work, affects other members of your team

· Build and maintain good working relationships with colleagues

· Share knowledge and experience and offer practical help to colleagues in your own and other departments when necessary

· Value the contribution of other team members and be open to different points of view

· Provide and accept constructive feedback and make a contribution to improve the performance of the team
Project & Operational Management 

· Present ideas in a clear and positive way

· Be aware of the wider environment, making cross-cutting connections between issues and departments

· Engage and maintain relationships with internal and external stakeholders

· Understand the needs of stakeholders, managing conflict for the benefit of all

· Seek feedback on the impact of your plans
Analysis & Use of Evidence 

· Use analytical and management information to support decisions

· Organise and collate robust information from a variety of sources to support decision making

· Interrogate analysis to draw out key messages and findings

· Use evidence to assess, measure and evaluate projects

· Consider the wider impact on other policies and programmes

· Engage with analytical colleagues at appropriate stages of policy development
Resource & Financial Management 

· Create appropriate objectives and targets relevant to allocated resource and budget responsibilities

· Take responsibility for the monitoring and controlling of resources and/or expenditure where appropriate

· Understand and analyse relevant reports and other data

· Understand where and when to seek advice from procurement; finance: HR; and/or other professionals

· Maintain regular contact with relevant finance/HR/other staff on all significant resourcing issues
Customer Service 

· Know who your internal and external stakeholders are and have a good understanding of their needs and expectations

· Work with your stakeholders in grant funding programmes to define clear and agreed standards of performance and take responsibility to measure and continuously improve performance

· Seek and listen to feedback from your stakeholders

· Be helpful, friendly and professional with stakeholders

· Be open and share information with stakeholders and behave with impartiality, fairness and consistency

Interview Expenses

Travel and subsistence expenses during the selection process are the responsibility of the applicant. 
Starting Salary
This job is graded as Grade 5 within SLAB. 

Salary:

Grade 5 - Senior Specialists / Senior Team Leaders

	Band minimum
	30,590

	
	31,970

	
	33,410

	
	34,740

	Band maximum
	35,570


These figures are based on the Board’s current pay position which covers a one year pay period from 1 April 2019. Any future salary increases, either as a result of pay progression within grade 5 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, the Board’s negotiations with the Union on pay reviews and the Board’s own pay policy. Future salary increases are therefore currently undetermined, but your salary will next be considered for review in April 2020.

Starting salary will normally be the bottom of the pay band, unless you have exceptional skills and experience relevant to the role. Providing your performance is good you will progress to the top of the pay band within 4-5 years. Salary is pro-rated to part-time hours worked.
Working Pattern
The core contractual hours of work are 37 per week, specifically 7 hours 24 minutes a day between 9am and 5pm, Monday to Friday inclusive, with an unpaid lunch break of 36 minutes each day. There may be scope for flexible working during Board opening hours (7am to 7.30pm).
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