SCOTTISH LEGAL AID BOARD 
Person Specification and Job description for applicants
Strategic Development 
Corporate Governance and Policy Officer 
Edinburgh
£30,590 - £35,570
pro rata if part-time  
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 (SLAB), including who we are and what we do, can be found at www.slab.org.uk. 
The Job
SLAB administers funding that helps people across Scotland access help for a range of legal problems. It is an important government body within the Scottish justice system. 

We have an opportunity to join a friendly and busy team working on the organisation’s corporate policy and corporate affairs. We have a vacancy within our Chief Executive’s Office which is part of our Strategic Development Directorate.

You will be responsible for supporting SLAB’s strategic planning, corporate affairs, governance and Chief Executive’s Office functions as well as developing corporate policies and procedures. 
Duties and responsibilities will be shared with the team’s other CG&PO. There will be opportunities to gain and develop a range of knowledge and skills across policy and corporate affairs. 
Main Duties and Responsibilities
1. Assist with the administration of key senior level meetings, including minute taking, at Board and other meetings.
2. Assist in the management of reporting on a range of work to deliver the SLAB Business Plan: also managing and reporting on certain Strategic Development projects and programmes. Reporting will be to the Executive Team, the Board and publicly.
3. Assist in the development of a range of corporate documents such as the Corporate Plan, the annual Business Plan and the Annual Report and Accounts.
4. Assist in the management of risk assessment and risk reporting.

5. Contribute to the provision of advice, briefing and management information to the Chief Executive, the Executive Team and Scottish Government, including assisting in the preparation of impact assessments and Financial Memoranda.
6. Prepare responses to questions and correspondence to SLAB from Scottish Government, members of the Scottish Parliament, other organisations in the public, private and voluntary sectors.
7. Lead on the development of specific areas of corporate governance policy as required. 
8. Contribute to the effective and efficient running of the CEO office function through the oversight of CEO processes and procedures, including Information Governance.

9. Update and improve relevant website content as required.
10. Build and maintain an up-to-date awareness of legislative and policy changes in Justice and other publicly funded legal assistance.
11. Establish and maintain good working relationships within and outside SLAB.  

Competencies and Experience Required

Essential Criteria

The following competencies are key to performing the job successfully:-

· Excellent written and oral communication skills, in particular the ability to communicate at all levels and the ability to quickly grasp complex issues and summarise detailed information. 
· Must be able to use initiative to probe for further information or carry out further research if appropriate and thereafter present the information clearly to others.
· Very good interpersonal skills, with the ability to build strong and facilitative working relationships with colleagues, as well as a range of internal and external contacts.  

· Experienced in preparing written documents to suit a range of audiences.
· Experience in developing policies and procedures.
· A high degree of self-motivation, enthusiasm and discipline, displaying a pro-active approach at all times and an ability to work under pressure to tight deadlines.
· A good level of competence in most MS Office packages, particularly Microsoft Excel and the ability to present data, use formula and create charts. 
· Discreet and Confidential

· Good organisational skills, with the ability to adapt to rapidly changing priorities. 

· Sound judgement, tactical awareness and the ability to think analytically

Qualifications
· Graduate, preferably with an upper second Honours Arts, Law or Social Science or Business degree or equivalent relevant experience.
Desirable Criteria 
· Experience/knowledge central or local government, non-departmental public body or voluntary sector.
· Knowledge and experience of the justice sector.
Additional Competencies 
In addition to the specific competencies listed above, the following core competencies for Grade 5 roles within SLAB are also key to performing the job successfully:-

Team working 
· The team can rely on you to meet your agreed objectives and work targets
· 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
Customer Service 

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

· Be aware of your own strengths and abilities
· Act as a role model for those around you, demonstrating energy, commitment and confidence
· Contribute to and accept and embrace change
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
· Use PM tools and techniques
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 
· Understand and analyse relevant reports and other data
· Understand where and when to seek advice from procurement; finance: HR; and/or other professionals
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 SLAB’s current pay position which covers a one year pay period from 1 April 2019. Any future salary increases after 31 March 2020, 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, SLAB’s negotiations with the Union on pay reviews and SLAB’s own pay policy. 

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).
Other Information
The 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 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’ document.   

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









