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Job Description

Job title:

Policy and Projects Officer, London Borough of Culture
Grade:


7






Post number:  

Directorate:

Communities and Intelligence 
Unit:


Culture and Creative Industries
Job purpose 

The role is to support the co-ordination of internal and external stakeholder communication, projects and events, for the London Borough of Culture programmes. 
About London Borough of Culture

London Borough of Culture is one of the mayor’s flagship programmes which highlight the unique character, stories, and identities of London’s boroughs.  Inspired by schemes like the EU City and UK Capital of Culture, the aim is that local authorities deliver an ambitious cultural programme with the voice of local people at its centre, celebrating the character of the place and bringing together world class cultural organisations.  

Principal accountabilities

1. Participate in, support and, where appropriate, lead on the development and implementation of a range of projects. events, and policies related to London Borough of Culture
2. Support the development and implementation of the London Borough of Culture marketing and communications campaign, and work with GLA External Relations, Culture, Events and other GLA teams across cross-cutting related policy objectives.
3. Develop and maintain relationships with culture and creative industries contacts and policy leads across London’s local authorities and London Councils, and maintain a detailed database of contacts and other information relating to London Borough of Culture.
4. Undertake research and analysis, providing information and data for bids, briefings and reports prepared for the Mayor’s office, Culture team, internal and external partners. Where appropriate, produce briefings and reports as required.

5. Support the programming and delivery of key stakeholder, public and media events in relation to the London Borough of Culture, and in the winning boroughs, where appropriate.
6. Establish and maintain effective lines of communication with internal teams and external stakeholders to assist with the implementation of relevant policy and projects. 
7. Respond to enquiries from stakeholders and boroughs on issues related to London Borough of Culture.

8. Draft and provide responses to relevant correspondence for senior members of the team, and where appropriate, the Mayor’s Office. Arrange meetings, draft agenda and take notes at strategic meetings. Produce programme status updates and newsletters as required. 

9. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities. 
10. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams. 

11. Undertake any other additional duties and tasks reasonably assigned to the role.
Key relationships

Accountable to:
London Borough of Culture Co-ordinator
Accountable for:  
Resources allocated to the job

Principal contacts: 
Culture team, marketing, comms and digital teams, external partners, London Borough officers.  
Person Specification 

Technical requirements/experience/qualifications

1. Knowledge and experience of culture and the creative industries in London.
2. Good working knowledge of local government structures and detailed knowledge of the issues affecting culture in London.

3. Experience of event and project management and delivery to high standards and with varied stakeholders.

4. Experience of working with a range of stakeholders and senior management in a complex political environment
5. Excellent writing skills including drafting and editing copy and correspondence for a wide and varied readership.

Behavioural competencies

Building and Managing Relationships

...is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 3 indicators of effective performance

· Actively engages partners and encourages other to build relationships that support GLA objectives
· Understands and recognises the contributions that staff at all levels make to delivering priorities
· Proactively manages partner relationships, preventing or resolving any conflict
· Adapts style to work effectively with partners, building consensus trust and respect
· Delivers objectives by bringing together diverse stakeholders to work effectively in partnerships
Strategic Thinking

...is using an understanding of the bigger picture to uncover potential challenges and opportunities for the long term and turning these into a compelling vision for action. 

Level 2 indicators of effective performance

· Works with a view to the future, prioritising own and others’ work in line with GLA objectives. 
· Briefs and prepares team to accomplish goals and objectives
· Understands what specific actions need to be taken to contribute to organisational objectives. 
· Shows consideration for wider organisational implications of personal work. 
Communicating and Influencing 
…..is presenting the information and arguments clearly and convincingly so that others see us as credible and articulate and engage with us; 

Level 2 indicators

· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both in verbal and written communication

· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and externally

Planning and Organising 

...is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard. 

Level 2 indicators of effective performance

· Prioritises work in line with key team or project deliverables
· Makes contingency plans to account for changing work priorities, deadlines and milestones
· Identifies and consults with sponsors or stakeholders in planning work
· Pays close attention to detail, ensuring team’s work is delivered to a high standard

· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met

Research and Analysis

...is gathering intelligence (information, opinion and data) from varied sources, making sense of it, testing its validity and drawing conclusions that can lead to practical benefits. 

Level 3 indicators of effective performance

· Expands networks to gain new information sources for research and policy development
· Identifies and implements methods to ensure intelligence is of a high quality
· Encourages others to analyse data from different angles, using multiple perspectives to identify connections an new insights.
· Tailors research investment in line with likely impact for Londoners and policy priorities. 
· Retains a bigger picture view, ensuring research recommendations are appropriate and practical for the GLA and its stakeholders. 
Organisational Awareness

...is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly.

Level 2 indicators of effective performance

· Challenges unethical behaviour

· Uses understanding of the GLA’s complex partnership arrangements to deliver effectively.

· Recognises how political changes and sensitivities impact on own and team’s work.

· Is aware of the changing needs of Londoners, anticipating resulting changes for work agendas.

· Follows the GLA’s position in the media and understands how it impacts on work.
Responding to Pressure and Change

….is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift.

Level 2 indicators of effective performance

· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure
· Anticipates and adapts flexibly to changing requirements 
· Uses challenges as an opportunity to learn and improve 

· Participates fully and encourages others to engage in change initiatives 

· Manages team’s well-being, supporting them to cope with pressure and change
Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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