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Job Description

Job title:  Policy and Project Officer: Civil Society Data 
Grade: 8 
Directorate:  Communities and Intelligence

Unit: Diversity & Social Policy
Job Purpose

· To develop data partnerships with civil society organisations in London to bring together new data

· To make more use of data to improve the services provided by the sector in London

· To build the social evidence base for London to inform strategy development and policy-making, and to evaluate success

Principal accountabilities

1. Contribute to developing new civil society data partnerships with voluntary and community sector organisations in London. Bring together civil society data to help improve the social evidence base for London in priority areas for policy development, and provide data for evaluation.

2. Work closely with the Intelligence Unit to identify challenges in accessing, harmonising and analysing civil society data, and to develop a hub to house these data on the London Datastore to make datasets available and build analytics tools
3. Work with the Intelligence Unit to develop the Datastore to host civil society data so people can find all the data they need in one place. This would include developing reporting and analysis tools that do not currently exist. 
4. Work closely with GLA colleagues to support and help build capacity within the sector to improve the use of data to inform service delivery. 
5. Establish, develop and maintain effective networks, partnerships and relationships with external bodies to develop and implement the Mayor’s civil society objectives
6. Maintain an awareness of policy and strategy development on civil society data, and maintain relationships with key stakeholders in this field 
6.   Establish and maintain systems and processes for ensuring the implementation of data partnerships and the effective delivery of key projects.

7. Respond to enquires from stakeholders on issues related to civil society data  

8. 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. 
9. Work flexibly in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams. 

10. Manage resources allocated in accordance with the Authority’s policies and Code of Ethics and Standards.

Dimensions:

Accountable to:
Senior Policy and Projects Officer, Civil Society  
Accountable for:  
Resources allocated to the projects 

Person specification
1.  Technical requirements/ experience

1 Understanding of civil society and the major challenges faces by voluntary and community sector groups and organizations 
2 A strong understanding of how to use qualitative and quantitative data to inform policy making
3 The ability to convey technical information to a range of audiences via published reports, data tools, and oral presentations
4 Experience of establishing external partnerships and managing multiple relationships with stakeholders  
5 Experience of working on projects to develop new ways of capturing and sharing data. 
2.  Competencies

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. 
Levels 2 indicators of effective performance
· Proactively seeks new information sources to progress research agendas and address gaps in knowledge

· Grasps limitations of or assumptions behind data sources, disregarding those that lack quality

· Analyses and integrates quantitative and qualitative data to find new insights

· Translates research outcomes into precise, meaningful reports

· Identifies relevant and practical research questions for the future 
Decision Making

…is forming sound, evidence-based judgments, making choices, assessing risks to delivery, and taking accountability for results
Decision Making – Level 2
· Takes decision as necessary on the basis of the information available

· Makes decisions without unnecessarily referring to others

· Involves and consults internal and external stakeholders early in decisions that impact them
· Identifies potential barriers to decision making and initiates action to move a situation forward

· Demonstrates awareness of the GLA’s decision making processes and how to use them

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
· 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 positive image both internally and externally 

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
· 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

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 recognizes the contribution that staff at all levels make to delivering priorities

· Adapts style to work effectively with partners, building consensus, trust and respect

· Delivers objectives by bringing together diverse stakeholders to work effectively in partnership
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
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.
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