
1/4 

 

Policy Assistant 
Job description and Person specification 
 
The Green Party is recruiting a graduate for a short-term contract in the run up to the 
General Election (end June 2015). The Senior Policy & Communications Officer of 
the Green Party of England and Wales needs support on a number of day-to-day 
tasks and activities so as to enable him to concentrate on key policy briefings and 
big policy announcements. The Policy Assistant role will play a vital role in 
communicating the Green Party’s policies (which are set by members at our Spring 
and Autumn conferences and published here: http://policy.greenparty.org.uk/) to 
members of the public and Green Party members and supporting the Green Party’s 
policy work more generally.  
 
Salary: £17,000-20,000 depending on experience 
 
Hours: 35 hours per week 
 
Location: Green Party National Office, London 
 
Line manager: Senior Policy & Communications Officer 
 
Reporting to: Policy Development Coordinators on the Green Party’s Executive. 
 
 

Outline of Policy Assistant role: 
 
1. Ensure that public and Green Party member enquiries on Green Party policies 

are answered with reference to the Green Party policy website 
(http://policy.greenparty.org.uk/), and other relevant sources of policy information, 
within a reasonable amount of time. 
 

2. Undertake background research on a broad range of issues to inform Green 
Party policy announcements, press releases, speeches by Green Party 
politicians, and postings on social media, as necessary. 
 

3. Provide secretarial and administrative support for Green Party committees and 
working groups relevant to policy. These will include, but will not be limited to, the 
Policy Committee, Manifesto Working Group, and Political Committee. 

 
4. Help ensure our policies and political messages reach a wide audience on social 

media. 
 

5. Help produce accessible policy briefings on agreed areas of Green Party policy. 
 

6. Recruit and manage volunteers to assist with the above. 
 

7. Any other tasks deemed appropriate by your line manager. 
  

http://policy.greenparty.org.uk/
http://policy.greenparty.org.uk/
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Responsibilities: 
 
1. Management of responses to public and Green Party member emails, letters and 

phone calls concerning questions or complaints about Green Party policies. 
 

2. Desk research that will assist and inform Green Party policy outputs. 
 

3. Organising policy-related Green Party Committee and Working Group meetings, 
including booking rooms, inviting participants, preparing agendas and papers, 
and taking notes/minutes. 

 
 

General points applicable to all Green Party jobs: 
 
1. The Green Party strives to be an Equal Opportunities employer and requires its 

employees to carry out their work in accordance with its polices on equality of 
opportunity in relation to employees and volunteers, in promotion of the party’s 
policies and access to the Party’s services. 
 

2. Green Party staff are required to abide by any policies in place to ensure, for 
example, health and safety at work, data protection, etc. 

 
3. The Green Party has a democratic structure with annual elections. Employees 

need to be aware that the organisational priorities which determine their work 
priorities are decisions of the Executive and may be subject to change as an 
Executive changes. 

 
4. Green Party staff may be required to attend Green Party Executive and other 

meetings and conferences, so long as at least two weeks' notice is given and this 
does not conflict with leave already agreed. These meetings may take place out 
of office hours, in which case time off in lieu will be awarded. 

 
5. Green Party staff are assigned goals, work plans, guidelines and priorities by 

their line managers as part of the annual planning and appraisal system, but are 
expected to show initiative within this framework in managing their workload to 
meet the overall goals of the party. 

 
6. Green Party staff are required to keep a timesheet along with records and details 

of work carried out as requested by their line manager and may, from time to 
time, be required to provide written or oral reports to the Executive. 

 
7. Green Party staff should be open to developmental needs which may arise and 

work with their line manager to address these needs through training or other 
routes. 

 
8. Green Party staff are expected to identify and make recommendations to the 

Head of Office on improving the systems within the office. 
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9. Green Party staff are expected to participate fully in the Party’s teamwork ethos, 
attend staff meetings, share team duties and responsibilities and develop their 
work in co-operation with other colleagues. 

 
10. Green Party staff are expected to promote and develop the role of volunteer staff 

within their area of responsibility in liaison with the Head of Office and in 
accordance with the current policy on the management of volunteers. 

 
11. Whilst every endeavour has been made to outline all the duties and 

responsibilities of the post, a document such as this does not permit every item to 
be specified in detail. Broad headings may therefore have been used, in which 
case all the usual associated routines and duties are naturally included in the job 
description. Green Party staff are expected to undertake any other reasonable 
tasks as requested by the Executive via the Head of Office or relevant GPEx Co-
ordinator. 

 
12. This job description may be periodically reviewed in consultation with the post 

holder. 
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Person specification for Policy Assistant role 
 

 Attribute Essential / 
Desirable 

Experience Experience of policy and research work. Essential 

Skills / Abilities Strong English written communication 
skills. 

Essential 

Strong organisational skills, including an 
ability to prioritise workload effectively. 

Essential 

Efficient and accurate note/minute 
taking. 

Essential 

Good interpersonal skills. Essential 

Knowledge Graduate with 2:1 or equivalent degree 
(BSc, BA) in a relevant subject (e.g. 
politics). 

Essential 

Understanding of the Green Party of 
England and Wales’s values and 
policies. 

Desirable 

Understanding of British politics and an 
interest in current affairs. 

Desirable 

Personal attitudes In sympathy with the aims and policies 
of the Green Party, and committed to 
the development and implementation of 
a Green and sustainable society. 

Essential 

Dedicated to accuracy and delivery of 
tasks in a timely manner. 

Essential 

Personal circumstances Eligible to work in the UK. Essential 

Able and willing to work unsocial hours 
and outside of normal office hours as 
required by the post. 

Essential 

Not a member of another UK political 
party. 

Essential 

Equality Candidates must indicate full 
commitment to the principle of Equal 
Opportunities for all in line with the 
Party’s policies. 

Essential 

 
Equal Opportunities statement: 
All Green Party employees are required to carry out the Party’s policies concerning 
racial and sex equality and the rights of people with disabilities and lesbians, gay 
men and people who are bisexual both in terms of equal opportunity for employment, 
in policy work and access to the Party’s services. 
 


