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Job description
Job title:
Principal Policy Officer – Strategy, Policy and Stakeholder Relationships
Grade:


Grade 10

Post number: 
Directorate:

Development, Enterprise and Environment
Unit:


Skills & Employment Unit 
Job Purpose

To lead work on delivering the Mayor’s policies on skills and employment.  This will include developing Mayoral policies and strategy, communicating these to a range of bodies and organisations including the Skills for Londoners Taskforce, the London Economic Action Partnership (LEAP), the Education and Skills Funding Agency, Department for Education, Department for Work and Pensions, Jobcentre Plus, further education and sixth form colleges, independent training providers, London’s boroughs and business representative organisations. 

To contribute to strategy development on post-16 education, skills and employment policy for London. 
Work with London Councils and sub-regional groupings of boroughs to develop a coherent approach for the future skills landscape in London, governance and implementation of devolution strategies. Ensure that the Mayor’s Office is fully briefed on matters related to the above.
Principal Accountabilities

1. To undertake policy development work on post-16 skills and employment policy in London, including the devolved Adult Education Budget.  Work closely with government, the boroughs, further education colleges, sixth form colleges, independent training providers, Jobcentre Plus, community organisations and other relevant stakeholders incorporating links to schools and higher education institutions.

2. Determine and develop policy for delivery of technical and vocational education and employment services in London using evidence-based approaches.   
3. Identify and develop local approaches to commissioning adult skills funding, including priorities and impact measures for London’s post-16 skills landscape.  

4. Brief the Mayor’s Office on policy relating to employment and skills in London and national government policy responses. 

5. Ensure that employment and skills commitments made in the Mayor’s Economic Development Strategy, the Manifesto and London Skills Strategy are delivered.
6. Identify opportunities for the development of skills and employment programmes, including those co-funded by the European Social Fund. 

7. Manage GLA relationships with stakeholders and government in particular the London boroughs, Treasury, Department for Work and Pensions, Jobcentre Plus, Department for Education, Education and Skills Funding Agency, business representative organisations; and identify and develop options for the Mayor to influence and promote London specific activity by these delivery organisations.  
8. Prepare regular updates for senior management on progress in the delivery of skills and employment priorities. Ensure risks and issues are identified, discussed and actioned as necessary, including ensuring a clear escalation process to senior management when risks cannot be solved at working level. 

9. Support the work of the Skills for Londoners Taskforce and associated Skills Advisory Group and London Economic Action Partnership (LEAP). 
10. Contribute to the economic development team and GLA economic development knowledge base, and support the joining up of work by the different teams involved in economic development matters within the GLA and across the GLA group. 
11. Provide high quality client support for relevant senior stakeholders in the GLA, including
a. drafting timely responses to Mayoral questions and correspondence 

b. providing concise briefings and responses to questions

c. providing meeting management and secretariat functions for key meetings

d. representing the GLA at external events and meetings
e. making timely responses to the London Assembly’s scrutiny function. 

12. Manage staff and resources allocated to the job in accordance with the Authority’s policies and code of Ethics and Standards
13. 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. 

14. 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.

Key Relationships 

Accountable to:
Skills Strategy Delivery Manager
Accountable for:
Staff and resources allocated to the post.

Principal contacts:
Skills & Employment Unit, Mayor’s Office, Skills for Londoners Taskforce, Education and Youth team, London’s Local Enterprise Partnership, GLA Economics and Intelligence, senior officers and civil servants from national skills and employment agencies including BEIS, DCLG, ESFA, JCP, DWP and HM Treasury.

Person specification

Technical requirements/experience/qualifications

1. A substantial knowledge of economic development policy with particular expertise in skills and employment policy and/ or strategy development. 
2. A successful track record, in a high-profile organisation, of influencing policy and ensuring its implementation.

3. Knowledge and understanding of, and ability to operate successfully at a senior level in a complex organisational or political environment.
4. Experience of project based work including planning and monitoring delivery against plans.
Behavioural competencies

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 3 indicators of effective performance:

· Encourages and supports teams in engaging in transparent and inclusive communication

· Influences others and gains buy-in using compelling, well thought through arguments

· Negotiates effectively to deliver GLA priorities

· Synthesises the complex viewpoints of others, recognises where compromise is necessary and brokers agreement

· Advocates positively for the GLA both within and outside the organisation

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 others 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 partnership 
Problem solving

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 3 indicators of effective performance

· Clarifies ambiguous problems, questioning assumptions to reach a fuller understanding

· Actively challenges the status quo to find new ways of doing things, looking for good practice

· Seeks and incorporates diverse perspectives to help produce workable strategies to address complex issues

· Initiates consultation on opportunities to improve work processes 

· Supports the organisation to implement innovative suggestions
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 and 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 3 indicators of effective performance:

· Uses understanding of differences between the GLA and its partners to improve working relationships

· Helps others understand the GLA and the complex environment in which it operates

· Translates changing political agendas into tangible actions

· Considers the diverse needs of Londoners in formulating GLA objectives

· Helps others understand how the media and external perceptions of the GLA influence work

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 3 indicators of effective performance:

· Monitors allocation of resources, anticipating changing requirements that may impact work delivery
· Ensures evaluation processes are in place to measure project benefits
· Gains buy-in and commitment to project delivery from diverse stakeholders
· Implements quality measures to ensure directorate output is of a high standard

· Translates political vision into action plans and deliverables
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