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Women’s Resource and Development Agency

Women’s Sector Lobbyist Policy Assistant
Job Description

Title:


Women’s Sector Lobbyist Policy Assistant
Location:

6 Mount Charles, Belfast BT7 1NZ
Hours:

21 hours per week
Status of post:
The salary is: NJC Scale S02 pt 26 £34,834 (Pro rata £20,900.40) + 6% pension contribution. The salary is based on 2023/24 NJC Scales and will be updated according to the 2024/25 NJC Scales.
Status of Post:
Funded until Mar 2025 (may be extended subject to securing further funding).
Responsible to:
The Women’s Sector Lobbyist
Job Purpose:
To develop and coordinate research to support implementing policy and lobbying strategies to ensure that women’s issues and views are effectively positioned and communicated to politicians and policy makers.
Main duties:
Policy and lobbying
· Work with the Director of WRDA and assist the Women’s Sector Lobbyist to determine a strategic direction for policy, research and lobbying and to set campaign targets.
· Assist the WS Lobbyist as the initial point of contact for politicians providing policy expertise and analysis on gender issues.
· Develop research to support WRDA’s input into political developments and strategic policy.
· Plan, develop and conduct research relevant to WRDA and the Women’s Policy Group (WPG).
· Provide secretariat support for the Women’s Policy Group to include scheduling of meetings, agenda setting, minute taking and following up of actions between meetings.

· Assist the Women’s Sector Lobbyist to promote the work of WRDA to political parties and influencers through a range of activities including meetings, briefings, correspondence and attendance at events.
· Consult and conduct research with organisations within the women’s sector and organisations representing women’s multi-identities in respect of age, disability, sexual orientation, gender identity, race, caring responsibilities, regarding policy priorities.
· Engage with women from disadvantaged and rural communities to ensure their views are represented in policy and strategic priorities.
· Support the Women’s Sector Lobbyist in providing feedback and information to the women’s sector from politicians and policy makers. 

· Assist the Women’s Sector Lobbyist in developing lobbying partnerships with key voluntary sector organisations.
· Work with WRDA in the development of training materials to increase the policy expertise and lobbying of key groups. 
· Support the Women’s Sector Lobbyist in effectively influencing and liaising with politicians and policy makers.
· Provide policy analysis and expertise to a range of key audiences as required.   

· Assist Women’s Sector Lobbyist to coordinate effective lobbying campaigns as and when necessary.
Building political and institutional knowledge

· Maintain and update a databank of elected politicians and other officials/representatives, listing specific interests relevant to the development of lobbying campaigns.
· Continue to build and maintain contact with relevant political institutions and personnel, committees, special advisors, committee clerks, chairs of committees and Councils.
· Support Women’s Sector Lobbyist to maintain a watching brief on the proceedings of the Assembly and committees.
· Support Women’s Sector Lobbyist to provide regular updates on Assembly business with particular reference to the needs of the women’s sector.
Lobbying partnership
· Attend meetings of key bodies: the Women’s Policy Group; Equality Coalition; relevant All-Party Groups; Section 75 reference groups and other organisations as and when required.
Other

· Produce reports for supervision and as otherwise required.
· Any other duties as may be appropriate.

