

JOB REMIT 
	Role
	Victims Commissioner Policy Support Officer
	Team 
	Private Office

	Reports To
	Head of Private Office
	Directorate
	Strategy

	Post Reference
	
	Grade
	6

	Purpose of the Role; To support the Victims Commissioner for London in researching and advising on policy options for the field of victims of crime, assisting and supporting campaigns and messaging and representing the Victims Commissioner where appropriate. 

(The precise nature, complexity and responsibility of the role will depend on the requirements of the Victims Commissioner).

	To research and construct policy options for the Victims Commissioner, as requested, in conjunction with MOPAC officer leads, Mayor’s Office and Mayoral priorities
Work with the GLA Mayor’s Office, Mayoral Advisers and other colleagues to ensure the co-ordinated and effective delivery of the Mayor’s agenda in relation to victims.

To ensure good communication routes between Victims Commissioner and MOPAC officers on issues and policy management, and support the Victims Commissioner in messaging and social media related to their role
To develop and maintain effective partnerships with a wide range of specialist stakeholders on behalf of, and to represent the Victims Commissioner, where applicable
The post holder will provide support and advice to Victims Commissioner as required by the Victims Commissioner, dependant on the knowledge, experience and qualifications of the post holder that directly contributes to the delivery of the Police and Crime Plan. 
To research and construct policy options to inform the work of the Victims Commissioner, and ensure coordination and communication of these with strategies with MOPAC, the Mayor’s Office and Mayoral Advisers

To ensure close liaison and good working relationships with MOPAC victims commissioning, plans and officers, as well as support and overview of appropriate correspondence

The role will ensure that the Victims Commissioner is accompanied at meetings.
To coordinate groups of stakeholders with relevant experience to inform the Victims Commissioner on upcoming issues and horizon scanning

Supporting and facilitating information share across MOPAC and facilitating/enabling effective working between the Victims Commissioner, DMPC, CEO, MOPAC, MPS as well as the GLA Group and other senior stakeholders/partners in Government, Boroughs etc. is critical to the success of this role.


	Main Duties and Key Accountabilities of the jobholder 


	· Manage a range of high profile ad hoc projects, tasks and stakeholder relationships delegated by the Victims Commissioner, ensuring that within these, there is management of organisational risks, corporate messaging and reputation with stakeholders and the public
· Establish, develop and maintain a dialogue and lines of communication on relevant policy matters with internal and external stakeholders in order to facilitate the achievement of Victims Commissioner work priorities

· Produce, contribute to and draft as necessary reports, briefings, presentations, speeches and statements for the Victims Commissioner
· Support the identification of emerging high profile national and pan-London policy matters and critical events to ensure Victims Commissioner is well prepared and able to respond authoritatively and effectively
· In addition to anticipated duties, undertake, as necessary, additional or other duties, which are within the skills and competences held, to meet the needs of MOPAC business .



	Working Relationships and Contacts 

	The post holder will be required to develop, promote and maintain effective working relationships across the GLA family, partner agencies and their representative bodies, the Metropolitan Police, criminal justice agencies, national policing bodies, government advisors and statutory and third sector partners.  Key contacts include DMPC, Chief Executive Officer, MOPAC SMT/SLT, Senior MPS Officers, local authorities and partners. 

	Role Requirements  

	Educated to degree level, or equivalent experience, with experience of working in a similar private office type environment in a complex political organisation or similar complex, high profile organisation. Exceptional ability to build relationships, exercise independent judgement based on a sophisticated understanding of political and organisational objectives, influence and negotiate with stakeholders and partners, together with a successful track record of providing advice to senior managers on complex and sensitive issues .

Experience of leading task and project groups to deliver agreed outcomes

Ability to produce authoritative, clear and concise oral and written reports, presentations and briefings on complex and sensitive issues, to a range of audiences. Proven ability to provide research and strategic policy analysis within a political or complex business environment, on a wide range of topics. A high level of expertise in the operation of standard office information and communication technology applications, including e-mail, spreadsheet and presentations software.
Soft skills, behaviours and competencies

A successful track record in giving high level professional advice on complex and sensitive issues at a senior level and to politicians. 

Well-developed analytical and problem-solving skills and an ability to devise creative solutions to complex problems and issues. 

Exceptional influencing and communication skills, effectively communicating through clear and persuasive oral, written and personal presentations. 

Knowledge and understanding of, and commitment to, best practice in equal opportunities relating to policing issues. Strong awareness of the need to drive equality and diversity change 

Knowledge and significant experience of operating in a complex political environment with an appreciation of the statutory and legislative requirements and decision-making process relating to MOPAC arising from the Police Reform and Social Responsibility Act 2011, as well as legislation affecting victims of crime
Being a team player and being able to apply consultation and negotiation skills to build consensus and promote service change and development. 

An ability to engender maximum trust and confidence of the DMPC and MOPAC through the highest level of personal and professional integrity. 

MOPAC Organisational Values

The work MOPAC performs makes a significant contribution to the safety and security of Londoners and the organisation seeks to maintain and build trust and confidence with all its partners and the public it serves in discharging this important responsibility. To achieve this all MOPAC employees are expected to uphold the standards expected of those working in public service and demonstrate the following values in all they do;

Leadership;
Supporting and challenging ourselves and others to make Londoners safer

Contribution;
Giving our best in our roles and helping colleagues to achieve and develop in theirs

Innovation;
Willing to try new ideas to make things better, using research and evidence to prove what works and to learn from what doesn’t

Cooperation;
Bringing people and organisations together to better serve Londoners

Honesty;
Doing the right thing - behaving ethically, with integrity, impartiality and transparency

Respect;            Treating others as we would like to be treated ourselves
Required Competencies

MOPAC COMPETENCY FRAMEWORK
Manager/Senior Specialist Competencies applicable to this post;
1 Delivering Outcomes

Delivers quality outcomes to meet objectives

Works in partnership to support the delivery of relevant objectives. Ensures a high quality service, balancing the needs of customers and stakeholders. Manages a range of tasks, delivering to time and quality, and monitoring the performance of others where relevant. Adapts and responds to shifting priorities. Deals with challenges and generates solutions. Reviews working practices and acts to improve service delivery.
Manages work through informed and reliable judgement

Implements plans and considers contingencies. Gathers and evaluates information to inform decision-making, and minimise risk where practicable. Provides guidance and support, seeking it where appropriate. Takes responsibility to promote improvement by identifying, sharing and applying lessons learnt.
2 Organisational Influence

Provides strong leadership

Provides visible, approachable leadership and leads by example. Values and motivates colleagues, dealing with their concerns in a consultative way. Actively demonstrates the promotion of equality and valuing of diversity and helps others to do so. Develops from own experience and supports the development of others where relevant. Takes account of how own behaviour affects others.

Ensures professional standards are upheld and that senior decisions are acted upon. Manages performance and staff issues appropriately and fairly where relevant. Shows initiative, personal resilience and motivation to deliver a quality service, demonstrating ownership over area of responsibility. Upholds legislation, regulations and policy, acting with integrity, and challenging those who do not.
Develops effective communications and working relationships

Builds effective relationships with customers, colleagues and stakeholders. Communicates effectively and inclusively with customers, senior managers and team members. Ensures clear, two-way communication through listening and responding appropriately, learning and sharing information. Works collaboratively across and outside of MOPAC where practicable, upholding organisational reputation.
3 Productivity
Manages the right resources to enable effective working

Plans and prioritises work, aligning resources to achieve local objectives. Distributes work fairly according to capacity, knowledge and skills where relevant. Uses MOPAC resources ethically and appropriately, ensuring others do the same.
Ensures efficient working

Ensures and encourages efficient working. Makes sound workload and deployment judgements to maximise efficiency appropriately. Reviews working practices and strives to improve efficiency.


	General Responsibilities 

	· To adhere to MOPAC’s Equality & Diversity and Equal Opportunities policies in all activities.

· To be responsible for your own health and safety and that of your colleagues and all others in the workplace, in accordance with MOPAC Health and Safety policies.

· To work in accordance with data protection policies and adhere to Freedom of Information policies where appropriate.
· The post holder will need to achieve appropriate security clearance. The post is politically restricted.
· To undertake such other duties as may be reasonably expected.



