THE QUEEN’S NURSING INSTITUTE

JOB DESCRIPTION

POST TITLE:

Policy and Development Officer 
RESPONSIBLE TO:
Practice Development Manager 
HOURS/SALARY:             35 hours/week, £34,861K (inc. London Weighting)
BASE:                                 Central London (EC1V 4RQ)

OVERALL JOB AIMS:

The Practice Development Team is responsible for the delivery of all aspects of the professional and policy work of the QNI, as determined by the strategic and business plan objectives. We wish to recruit a Policy and Development Officer to: 

· Develop our policy and campaigns work to influence policies that affect primary healthcare in England, Wales and Northern Ireland at national level
· Develop the skills and knowledge of  professional network members to contribute to policy work. 
The role is office-based in Central London.
  SPECIFIC RESPONSIBILITIES AND DUTIES:

1.
Professional Responsibilities 

	1. 
	To assist the Director in developing the policy influence of the QNI by:

· Monitoring,  identifying and analysing key government policy relating to community nursing and primary health care in England, Wales and Northern Ireland
· Seeking out and summarising relevant and up-to-date statistics on community care, workforce and other relevant issues
· Co-ordinating the QNI’s response to relevant consultations 

· Taking the lead in specific external policy-related working groups 

· Identifying routes to engage with key stakeholders including patient groups
· Building the profile of, and support for, the QNI amongst key policy organisations/influencers
· Building partnerships with other patient organisations as necessary to increase our impact and visibility
· Writing and contributing to briefings , articles and publications on relevant topics

· Monitoring and evaluating the effectiveness of any campaigns undertaken


	2. 
	To work with the Practice Development Manager in support of other professional initiatives by:
· Contributing to the development and growth of the Queen’s Nurse network as a key voice to influence policy
· Organising the Queen’s Nurse development programme 
· Contributing to QNI education workshops to increase understanding of policy influencing skills amongst all network members
· Providing material for QNI News, the QNI website and other internal publications as required. 
· 

	3. 
	Organisational support

· To represent the QNI at external meetings and events – using such  opportunities to promote and disseminate the work of the QNI (this will involve some travel and occasional overnight stays across England, Wales and Northern Ireland)
· To contribute to team meetings and operational planning 
· To contribute to fundraising initiatives and campaigns
· To attend and contribute to Council meetings, as necessary
· To work with other staff on QNI events and corporate publications as part of small team.



	
	This job description will be regularly updated to reflect any changes in the level of responsibility, or duties associated with the post.  Any updates or changes will be discussed with the post-holder.
As this is a small organisation it is important that the post holder should be prepared to undertake such diverse activities as shall from time to time be necessary.


Appraisal:
Regular informal appraisal will take place with the Practice Development Manager.  Formal appraisal will occur yearly when there will be an opportunity to review and revise the job description.

Appraisal should be seen as a shared activity and the wishes of the post holder of the utmost importance.

Personal and professional development will be arranged through consultation and as necessary taking into account the view of the Institute and the post holder.

Person Specification

Policy and Development Officer, The Queen’s Nursing Institute

	Criteria
	
	Essential /Desirable 
	Assessment

	Qualifications
	Graduate
	D
	Application form



	Skills & Knowledge


	Understanding of UK policy context
Experience in a policy-related role, preferably in health or social care
Understanding of health care policy 
Project management/delivery of specific complex pieces of work
Experience of engaging with and seeking opinions from public and professional  audiences 

Experience of developing working partnerships with public and professional  audiences 

Able to analyse, summarise and précis information

Experience of writing for different audiences e.g. publication, website, reports
IT competent (Word, Powerpoint, Excel, email, web searching)

Experience of using contact databases

Experience of organising training events/workshops 
	E

E

D
E
E

E
E
E

D

D

E
	Application form /Interview

Application form /Interview

Application form
Application form /Interview

Application form /Interview

Application form / interview
Application form
Application form/Interview

Application form
Application form/Interview

Application form/Interview



	Personal Qualities
	Enthusiasm, integrity and energy

Able to work on own initiative, prioritise competing demands  and deliver timely, high quality results

Demonstrable commitment to equal opportunities

Able to communicate effectively with and influence people at all levels
Able to build positive working relationships with a range of people
Able to work within a small, multi-disciplinary team and manage a number of projects at any one time
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