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Job Description

This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list, and the line manager may vary duties from time to time which do not change the general character of the job, or the level of responsibility entailed.

	[bookmark: _Hlk188363748]Post Details

	Job Title
	Policy Officer 

	Job Reference
	712046 

	Service
	Corporate Services

	Team
	Insight, Strategy & Inclusion

	Location
	Shute End/Hybrid

	Reports to
	Head of Insight, Strategy & Inclusion

	Responsible for
	N/A

	Grade
	8

	Contract Type
	Permanent

	Hours
	Full-time




	Main Accountabilities

	1.
	Support the council on equality practices and legislation to ensure the organisation, colleagues, stakeholders and partners fulfil statutory obligations and service provision consistent with the Councils strategic vision and objectives.   

	2.
	Support the effective implementation and delivery of the approved Equality Policy, challenging existing practices, developing innovative solutions and influencing change to enable the organisation to achieve its ambitions.  

	3.
	Collaborate with colleagues, providing advice and support to promote, develop and embed equality, diversity and inclusion considerations into projects, strategy, policy and decision making.  

	4.
	Deliver specific projects and groups ensuring that work is managed and delivered to agreed timescales and budget.  

	5.
	Act as champion for equality, diversity and inclusion best practice.  

	6.
	Support the Wokingham Voice of Inclusion and Equality partnership, developing the group’s membership and enabling them to create real impact in the community.

	7.
	Provide technical assurance and develop internal standards, policies and procedures within the specialist area.

	8.
	Working within statutory, Council and Government guidelines and ensuring statutory compliance in the delivery of the service.

	9.
	Lead horizon scanning and policy advice across the areas of expertise, responding to changes within the Borough and the wider political environment, recommending plans or strategies to support senior leadership and members to respond to opportunities and challenges.




	Person Specification                Essential
	      Desirable

	Education/Qualifications
	Relevant qualifications or equivalent experience in the specialist area.
Evidence of continuing professional development.                                               
	

	Experience
	Experience of working in a large, complex, organisation, preferably in a local authority
Experience of advising an organisation on equality and inclusion issues
Experience of writing effective briefings and strategic documents.
Experience of negotiating and influencing with stakeholders to deliver outcomes.
	

	Skills/Knowledge
	Knowledge of equality legislation and frameworks relevant to local government                                                    
Presentation skills, able to engage an audience
High quality written and verbal communication skills
Ability to develop, manage and deliver effective projects
Ability to actively listen in order to extract and assess the important information, ask pertinent questions in order to seek clarification.
Ability to interrogate & analyse data and information.
	

	Behaviours/Attributes
	Ambitious
Caring
Together
Collaborative nature
Integrity                                                    
	Political sensitivity




	Purpose Details

	Service Purpose
	To help Wokingham Borough Council meet its objectives by being as inclusive as possible, working safely, strategically and making good, evidence-based decisions. To provide research, analysis and advice to inform the development of policies, strategies and services that meet the needs of our communities (and Services). 

	Role Purpose
	To ensure that there are appropriate strategies, action plans and processes in place to deliver equalities priorities across the council. This includes working internally and externally with appropriate teams, and supporting the development of the Voice of Inclusion and Equality (VINE)
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	Supervision Received
	Reports to the Head of Insight, Strategy and Inclusion
Regular supervision received through one-to-one meetings and project-specific meetings
A medium level of supervision with requirement to work autonomously at times

	Supervision Given
	N/A

	Contacts
	Insight, Strategy & Inclusion Team
Service Director, Corporate Services
Corporate Leadership Team / Extended Corporate Leadership Team
HR Business Partners
Communities and Partnerships team




	[bookmark: _Hlk188363540]Resources/Budget Management

	N/A
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	N/A




  
	[bookmark: _Hlk188366407]Occupational Health Risk Assessment                	                                                               Details

	Skin/Respiratory Sensitisers
	N

	Working at Height
	N

	Exposure to Noise (>80-85dB)
	N 

	Confined Spaces
	N 

	Frequent Display Screen Equipment Use
	Y

	
Driving for Work
	N 

	Hand Arm Vibration
	N

	Lone Working
	Y

	Healthcare/Social Contact with Patients
	N

	Blood Borne Viruses Exposure
	N

	Food Handling
	N

	Working with Animals
	N 

	Specialised Medical Screening
	N 

	Night Working
	N 

	Safety Critical Work
	N 




	[bookmark: _Hlk188365394]Nature of the Role	                                                                                                              Details

	Healthcare or Hospital Work
	N

	Working with Children (under 18)
	N

	Working with Elderly/Disabled Adults
	N 

	Work Environment Details
	Hybrid:
Home working requires suitable environment for working with Display Screen Equipment (user must carry out DSE assessment)

Shute End Offices are available for use if home environment isn’t suitable

There is a requirement to come into the office for specific in-person meetings




	[bookmark: _Hlk188364657]Role Involvement                                                                                                                 Details

	Working with Children
	N

	Working with Vulnerable Adults
	N

	Both of the Above
	N 

	Providing Care/Supervision for Children
	N 

	Providing Care/Supervision for Vulnerable Adults
	N

	
Both of the Above
	N 

	None of the Above
	Y




	[bookmark: _Hlk188366184]Disclosure and Barring Service (DBS)                                                            Details                                               

	DBS Requirement
	N/A

	Eligibility Tool
	Find out which DBS check is right for your employee - GOV.UK (Find out which DBS check is right for your employee - GOV.UK) 



	                                                       Re-checks

	N/A



	Evaluation Declaration

	Date of Evaluation:
	<DD/MM/YYYY>

	Evaluated by:
	<Name, job title> 
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