










Job description 


Job Title:		Public Affairs Officer

Reporting To:		Public Affairs Manager

Department:		Engagement 

Location:		HQ-based (Flexible working) 

Main Job Role
To inform and influencer key stakeholders and decision-makers about the impact of cystic fibrosis (CF) to ensure people with the condition receive access to the treatments, care and support they need, and to build the profile of the work of the Cystic Fibrosis Trust. 

To drive the needs of people with CF up the political agenda, developing relationships with politicians and policy-makers, providing briefings and undertaking proactive campaigning work in support of the Trust’s strategic priorities. To support volunteer grassroots campaigners, and to work as part of a wider public affairs team covering the four UK nations.

Main Duties:
· Represent the needs and views of users and providers of CF services to regional and local decision-makers, providing support at a national level as and when required.

· Provide nation-specific policy advice on issues affecting people with cystic fibrosis and their families. 

· Monitor relevant external developments that may impact on CF services, including legislation, government announcements, policy reviews and consultations, leading on responses. 

· Promote the Trust’s policy-based campaigns to stakeholders and parliament, by arranging and or attending meetings, dinners, party conferences; providing oral and written briefings, contributing to a regular newsletter etc. to ensure that policy makers fully understand the issues affecting people who live with CF and to maintain the visibility key issues to decision makers.  

· Expand the Trust’s network of political ‘champions’, so that the organisation is positioned for maximum influence on government policy.

· Generate political pressure through letters, parliamentary questions, debates, and legislative amendments as appropriate.

· Build and support a regional network of grassroots campaigners who will take direct action in support of specific objectives to improve the lives of people with CF.

· Collaborate with a range of teams within the Trust providing updates on policy developments and service provision, as well as participating in organisational-wide projects.  

· Represent the Trust externally at a range of events including undertaking presentations when needed.

· Support the public affairs (and wider) team by providing cover for colleagues as needed, including checking and responding to emails, deputising on project work and representing colleagues at  meetings. 

· Some duties will extend to across UK to Scotland, Wales and Northern Ireland where appropriate.

· Undertake any other reasonable duties consistent with the skills, abilities and position of the role.

The job description is a working document and may be amended from time to time by the Cystic Fibrosis Trust following consultation

Person Specification

	
Requirements

	Essential 
	Desirable

	Experience
	

	1. Undertaking research to inform decision making
1. Working with a diverse range of stakeholders within a political or campaigning context
	


	
	Skills and Knowledge

	Essential
	Desirable

	· Broad knowledge of  issues which affect people with CF 
· [bookmark: _Hlk494726741]Demonstrable understanding of the potential for conflict between representing the views of the Cystic Fibrosis Trust, representing the views of the broader CF community and presenting the personal views of a person with cystic fibrosis.
· Able to use effective oral and written skills to communicate, influence and persuade a diverse range of internal and external stakeholders. 
· Able to be perceived as a credible representative of the Trust by a range of discerning stakeholders. 
· Able to use interpersonal skills to engage with patients, professionals and others, maintaining confidentiality and professional boundaries. 
· Able to work independently and as part of a team.
· Effective time-management and personal resilience to manage multiple projects and conflicting priorities.
· Able to use a range of digital platforms  
e.g. social media, to increase awareness and visibility of CF issues
· Operational knowledge of Microsoft Office suite (e.g. Word, Excel, PowerPoint, Outlook, relational databases (or a willingness to train) in order to produce, manipulate and present information to diverse audiences.  


	 

	Personal Qualities (essential)
	Desirable

	· Well-developed interest in public affairs
· Able to manage stakeholder relationships using influencing and diplomacy skills 
	

	Other requirements

	Essential
	Desirable 

	· Willingness to visit or work from Head Office or another location  (as designated) 
· Willingness to travel across the UK as and where required. 
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