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Job Description

Job title:
Policy Officer (Transport)


Grade:

7 




Directorate:
Development, Enterprise and Environment

Unit:

Transport

Job purpose

1 Assist with the development of Transport policy within the GLA and assist in achieving efficient, effective and co-operative working relationships between Transport for London (TfL) and other stakeholders with an interest in transport in London. 

2 Work with senior members of the transport team in advising the Mayor and the Mayor’s office, and providing information to the Assembly and senior managers of the Authority on the work of TfL and where required, other transport agencies such as the Boroughs. 

3 Assist in high level project management primarily working with Transport for London but also other agencies as required, to ensure mayoral priorities are addressed.

Principal accountabilities:

1 Work with senior members of the team, assisting with the development, implementation, review and evaluation of Transport policy, projects and initiatives. 

2 Manage smaller projects and co-ordinate scoping and delivery of large projects with Transport for London officers and where required with other agencies to ensure:

· deadlines are met so far as practicable, 

· key issues of concern to the Mayor are identified, kept under review and recommendations made for appropriate action to be taken as necessary.

3 Assist in monitoring project delivery and performance indicators in the transport sector, preparing reports for the Mayor and Mayor’s office, and investigating issues and concerns related to performance.

4 Analyse, interpret and present data, policy information, research and legislation

5 Contribute to and draft written reports and briefings for the Mayor’s office and other senior managers.

6 Represent the transport team at external events relating to transport and wider GLA activities.

7 Contribute to reviews where appropriate, including efficiency, best value, cross cutting and thematic reviews.

8 Establish and maintain good working relationships with officers and managers across the Authority and with Transport for London and other relevant agencies to enable efficient management of information and to participate is cross-organisational working.

9 Keep abreast of new development and innovations that may impact on the Authority’s policies and strategies

10 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.

11 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 task teams.

Dimensions

Accountable to:
Principal Policy Officer
Accountable for:
Co-ordination of specific project/policy areas

Principal contacts:
GLA officers, senior managers of the Authority and of Transport for London, Mayor’s Office

Person Specification

1. Technical requirements/experience/qualifications

· Experience of policy/project development and implementation.
· Ability to analyse and interpret complex issues in relation to their political, social, environmental and economic impacts.
2. Behavioural competencies
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 1 indicators of effective performance

· Uses a variety of methods and sources to gather relevant data and information 
· Checks accuracy of data and information before using it
· Assesses trends in data and spots connections to draw meaningful conclusions
· Summarises research outcomes in a clear and concise way

· Focuses on the research goal, working in a systematic way

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 1 indicators of effective performance

· Builds rapport quickly with people at all levels and from different backgrounds

· Actively listens to others and is open to their ideas
· Shares information openly with colleagues within and outside own team

· Identifies and resolves conflict between self and others

· Makes others feel comfortable and respected by being positive and friendly

Communicating and Influencing 
… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 2 indicators of effective performance

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

· Presents a credible and positive image both internally and externally

· 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

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

Level 1 indicators of effective performance

· Understands the structure and statutory responsibilities of the GLA 
· Understands how own role and work contributes to team and organisational objectives
· Understands the role of the GLA, the Mayor and the Assembly in relation to Londoners
· Is sensitive to the culture and political context of the GLA and uses it to work effectively
· Treats GLA information as sensitive and confidential
Managing and Developing Performance
… is setting high standards for oneself and others, guiding, motivating and developing them, to achieve high performance and meet the GLA’s objectives and statutory obligations.

Level 1 indicators of effective performance 
· Keeps up to date with new processes and information in own role 
· Seeks opportunities to develop, taking responsibility for own personal development plan
· Takes a methodical and consistent approach to completing work in line with personal objectives 
· Seeks clarity on objectives, ensuring a good understanding of expectations
· Openly shares constructive feedback, supporting the delivery of own and others’ work.
