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Policy and Public Affairs Officer – Job Description
Contract: Permanent
Hours: Full-time
Location: London / Hybrid
Grade: F Standard
Salary: £30,867
Reporting to: Policy and Public Affairs Manager
Expected start: December
Expected interview dates: Week commencing 9th November

Purpose of the role
This is an exciting opportunity for someone at the start of their career who is passionate about politics, policy and creating social change.
As Policy and Public Affairs Officer, you will support the delivery of some of the Centre's most influential policy programmes and campaigns, including Future Minds, Growing Up Well, our work on Girls' Mental Health, Early Years, and the Young Futures Programme.
You will help develop policy proposals, conduct research, engage stakeholders, support parliamentary and public affairs activity, and contribute to high-profile campaigns that influence government policy and national debate.
This role offers exceptional exposure to policymaking and public affairs, providing an ideal foundation for someone looking to build a career in policy, politics, campaigning or government.

Key Responsibilities
Policy and research
· Support the policy and public affairs manager by maintaining a strong understanding of the latest evidence, research and policy developments on early years and mental health; shaping the organisation’s policy positions and influencing strategy; building and managing key stakeholder relationships; and providing authoritative advice to colleagues and external partners.
· Undertake policy projects, research and analysis on issues affecting children and young people.
· Monitor government policy, legislation, consultations and parliamentary activity.
· Support the development of evidence-based policy recommendations.
· Draft high-quality briefings, reports, consultation responses, speeches and presentations.
· Gather and synthesise evidence from research, stakeholder engagement and policy developments to help ensure that the Centre can lead and shape debate.
· Support the production of publications and policy outputs.
Campaign delivery
· Support the delivery of the Future Minds campaign and the Growing Up Well programme including the effective function of all meetings, campaign activities and milestones. 
· Monitor developments in children's mental health policy, early years policy and youth policy.
· Contribute to campaign materials, briefings and stakeholder engagement activity.
· Support policy development relating to early childhood development and family support.
· Assist with stakeholder engagement and evidence gathering.
· Support the Centre's work to influence and shape the Government's multi-million-pound Young Futures Programme.
· Engage with policymakers, practitioners and sector partners working to improve outcomes for vulnerable children and young people.
Public affairs and stakeholder engagement
· Support engagement with MPs, Peers, civil servants, local government leaders and sector stakeholders.
· Monitor parliamentary business and identify opportunities to influence decision-makers.
· Prepare briefing materials for meetings, events and parliamentary engagement.
· Help coordinate roundtables, stakeholder meetings and policy events.
· Work with colleagues to communicate policy ideas clearly and effectively.
· Support media and communications activity through briefing preparation and research.
General Responsibilities
· Represent the Centre for Young Lives externally where appropriate.
· Contribute to a positive and collaborative team culture.
· Uphold the Centre for Young Lives' professional standards and behavioural expectations, demonstrating excellence, accountability, collaboration and a commitment to continuous improvement in all aspects of their work.
· Undertake other duties consistent with the role as required.



Person Specification
Essential Criteria
Knowledge and experience (Essential)
· A strong interest in politics, public policy and social change.
· A commitment to improving outcomes for children and young people and an understanding of current social policy issues affecting children, young people and families.
· Experience of conducting desk based research and analysing information from a range of sources.
· Experience of producing high-quality written content.
· Experience of supporting public affairs, campaigning or stakeholder engagement activity and a demonstrable understanding of how Parliament, government and policymaking operate.
· Experience organising events, meetings or stakeholder engagement activities and a demonstrable ability to distil and deliver next steps. 
Skills and abilities (Essential)
· Excellent written communication skills, with the ability to communicate complex information clearly and accurately.
· Strong analytical and critical thinking skills.
· Excellent organisational skills and attention to detail.
· Ability to work in a fast paced environment, manage own workload and deliver to multiple competing deadlines.
· Strong interpersonal skills and confidence engaging with a range of stakeholders.
· Ability to work both independently and collaboratively.
· Good judgement and a willingness to take initiative.
Personal Attributes
· Enthusiastic, curious and eager to learn.
· Passionate about creating positive change for children and young people.
· Flexible, proactive and solutions-focused.
· A collaborative team player with a positive attitude.
Experience (Desirable)
· Knowledge of mental health, education, early years or youth policy.
· Experience working with children, young people or organisations representing their interests.
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