
 

Job Description 
 
Job title:  Policy Adviser 
 
Grade:   8   
 
Post number:   
 
Directorate:  Secretariat 
 
Unit:   Scrutiny & Investigation 
 
 
Job purpose 
  
To lead, produce and deliver projects, research, briefings, reports and a wide-range of outputs 
for the London Assembly, its committees and its Members. 
 
Principal accountabilities 
 
1 Under the direction of the Assistant Director and Senior Policy Adviser(s) and as 

allocated, to lead, produce and deliver a wide-range of projects, research, briefings, 

reports and outputs for the London Assembly, its committees and its Members. 

2 To manage and deliver projects and outputs in a timely, effective way, seeking 
innovative approaches and working closely with others in the team and wider Secretariat 
to maximise the quality, profile and impact of the work. 

3 To play a lead role in the Secretariat for the delivery of the Directorate’s business plan 

and strategic goals, in order to ensure the Assembly’s impact and profile is measurably 

improved over time.  

4 To develop and maintain effective working relationships with Assembly Members, officers 
within the Assembly’s Secretariat and senior officers within the GLA to ensure appropriate 
support and delivery for projects, ensuring that all relevant people are properly briefed 
on key issues in advance of meetings and that early warning of issues is provided in a 
timely and effective manner to senior managers. 

5 To initiate, co-ordinate and monitor action to support the Assistant Director and senior 
Secretariat managers to ensure successful delivery of the Assembly’s annual work 
programme within the post-holder’s areas of responsibility; and proactively to play a 
positive, lead role in the development of the Assembly’s annual work programme, 
providing support and information to senior managers in that regard at all times. 

6 To develop and maintain effective working relationships with and the Authority’s 

partner organisations, to ensure effective stakeholder management and to contribute to 

a continuous improvement in the reputation of the London Assembly with its partners. 

7 To undertake the full range of related activities, including the development of project 

plans, preparation of reports for Assembly committees, the preparation of reports and 

outputs arising from projects, correspondence and other such actions required, to 

ensure timely delivery of high quality work for the London Assembly and its committees.   



 

8 To ensure that all work and outputs are produced to the highest possible 
communications and research standards. 

  
9 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. 
 

 
 
Key contacts 
 
Accountable to: Research and Operations Manager 
 
Accountable for: Staff and resources as may be allocated 
 
Principal contacts: Assistant Director of Scrutiny and Investigation, Assembly Members, 

Executive Director of Secretariat, Senior Managers in the Secretariat  
 
 
 
 

Person specification 
 
Technical requirements/experience/qualifications 
 
1.   Knowledge and understanding of political, policy and governance issues relating to 

London and the UK more widely. 
2. Experience of operating effectively in a political environment. 
3. Experience working on and successfully delivering complex policy projects in one or more 

of the policy areas the London Assembly is active in. 
4.    A relevant degree or equivalent professional qualification or ability to demonstrate an 

equivalent level of knowledge and skills gained through experience’? 
 
 
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 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 
 
 
 
 



 

 
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 
 
 
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 

 
 
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 2 indicators of effective performance: 
Develops new professional relationships 
Understands the needs of others, the constraints they face and the levers to their engagement 
Understands differences, anticipates areas of conflict and takes action 
Fosters an environment where others feel respected 
Identifies opportunities for joint working to minimise duplication and deliver shared goals 
 
 
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 



 

 
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 

 
 
Political Restriction 
This job is ‘politically restricted’ under the Local Government and Housing Act 1989 
 
Working Patterns 
N/A. 

Reasonable adjustment 

Reasonable adjustment will be made to working arrangements to accommodate a person with a 
disability who otherwise would be prevented from undertaking the work. 
 


