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Policy Manager for the Judith Trust:
Job description and person specification
£28,500 - £34,000 per annum, 2½ - 3 days a week pro-rata, depending on experience.

This position is part-time (20 - 24 hours/ 2½ - 3 days per week). You may be based at home if preferred, attending Board Meetings, staff meetings and other activities, at least one day a week, in the Judith Trust office as required. We also expect that one day a week will be spent in outreach work.

JOB DESCRIPTION

Job Title: Policy Manager
Reports to: Chair, Trustees

Overall Responsibilities:

To manage the Trust’s grants and research programme, and general administration, with particular emphasis on developing relationships and projects with Government, the NHS, other voluntary and relevant external organisations. To lead the Trust’s campaigning and policy work and promote the work of the Trust.
Main Duties:

1. Lead the Trust’s work programme in liaison with the Chair, and other appropriate partners, in particular by proactively networking with key policymakers and practitioners in the field of mental health/illness and learning disability; forging relationships; and seeking out prospects for future projects.

2. Support and advise the Chair and Trustees, inter alia at Board meetings, in further developing the Trust and strengthening links with partners in the learning disabilities and mental health field.

3. Develop and implement effective administrative systems supported by the Trust’s administrative assistant to ensure an efficient, professional service; robust project management; accurate record keeping, and monitoring of Judith Trust activities.
4. Line management responsibility for the administrator and any project staff the Judith Trust employs, ensuring regular supervisory and planning meetings are held and that staff are appropriately supported within their roles.

5. Overall responsibility for planning, organising and ensuring the smooth running of Judith Trust events.
6. Representing the Trust and promoting its work at conferences, seminars and meetings with outside agencies.

PERSON SPECIFICATION

Job Title: Policy Manager 

Essential 

Qualifications/Training:

· Educated to degree level, or equivalent

· Qualified in the field of mental health/ learning disability or related area, or with at least four years’ experience in practice

Knowledge/ Experience:

· Knowledge of, and a strong commitment to working on, issues around learning disabilities and mental health 

· IT Literate and able to use basic software packages (Word, Excel, Access)

· A track record of successful administrative experience 

· Knowledge or understanding of, and commitment to, gender issues, multicultural work and equality 

Skills/Abilities:
· Excellent communication and presentation skills, orally and in writing

· Excellent interpersonal, negotiating and influencing skills, with a wide and diverse range of individuals and groups

· Proven ability to manage own time and workload to achieve goals and produce high quality work to tight deadlines

· Ability to establish a friendly spirit in a multicultural team, working collaboratively with the Chair and Trustees

Desirable

Knowledge/ Experience:

· Experience of running a charitable Trust

· Experience of planning and developing projects and campaigns as part of a small team
· Specialist knowledge of women or the Jewish community
· Management experience 
