[image: image1.png]west midlands
police and crime
commissioner

&






Job Description
Job title:



Research Officer
Grade:
Grade 5
Directly responsible to:

Head of Media & Communications 
Directly responsible for:

N/A
Location:



Lloyd House
Job Purpose:

To support the Police and Crime Commissioner and his Media & Communications function through bespoke support. To promote the role of the Commissioner to enhance the reputation of the office and influence public confidence.
This post is politically restricted.

	Main duties and responsibilities

	1. Carry out a range of duties as required to provide day-to-day support to the function of the Media and Communications Team. 
2. To support the Commissioner and/or the Deputy/ Assistant Police and Crime Commissioners and/or Chief Executive and Deputy Chief Executive.  Duties will include conducting research, preparing reports, accompanying the PCC and/or DPCC/ APCC and/or CEX/ DCEX to meetings, liaising with stakeholders on their behalf and taking notes. 
3. To respond to requests to conduct research into local, regional and national issues of relevance to the role of the Commissioner, gathering analysing and interpreting relevant information form a variety of sources.
4. Assist in the development of briefing papers, utilising appropriate information sources and analytical tools. Provide political awareness and sensititivity when dealing with high profile cases.

5. Assist in the preparation of responses to consultation documents from government departments and other national bodies.
6. Assist with conducting consultations and responding to enquiries from key stakeholders, partners and members of the public.
7. Work with a wide range of internal and external contacts up to the most senior levels to facilitate the exchange of information and to ensure the provision of sound advice to the Commissioner.
8. Assist in the conduct of public engagement activities and events to support the work of the Commissioner.
9. Maintain an awareness of external and internal issues of relevance to the Commissioner and his office, highlighting those of potential interest.

10. Promote diversity and racial equality, ensuring that all matters relating to media and communications have proper regard for equality and diversity issues.
11. Monitor media activity, current events and trends and provide insight to PCC team members as appropriate.
12. Capture and analyse output from the full range of the PCC’s communication channels and provide customer insight to inform the activities of the PCC. 
13. Seek-out and apply innovative uses of channels of communication and social media.
14. Work with the Head of Media & Communications in the day-to-day operation of the PCC’s media function e.g. handling media enquiries, liaising with the media, co-ordinate photo opportunities etc.
15. Work with the Head of Media & Communications in the production of speeches, press releases, website content and other PR/media communications.
16. To carry out any other duties commensurate with the post grading and/or purpose that may be required from time to time.



Other Responsibilities

· Support the delivery of ad hoc projects that contribute to achieving the priorities of the PCC

· Take personal responsibility for personal and professional development and maximise own resources in a way with reflects the values of the PCC

· Work closely with the other colleagues to improve operational practices and effectiveness 

· Ensure compliance with all PCC policies, procedures and practices

· Some out of hours working will be required

Person Specification:  Research Officer

	FACTORS
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications
	· Educated to degree level or demonstration of the intellectual abilities associated with that level
	
	Application form 



	Experience
	· Evidence of conducting research and analysis of complex information which may relate to experience in Higher Education
· Experience of having to work to fixed deadlines
	· Evidence of preparing clear reports, briefings and other documents
	Application form 

and 

Interview

	Knowledge and Skills
	· An awareness of the role and work of the Commissioner, in particular, an appreciation of the dynamic and politically sensitive environment in which the Commissioner operates.
· An awareness of the political and social issues facing policing and other parts of the public sector
· An understanding of the diverse nature of the communities across the West Midlands and a personal commitment to promoting equality.
· Effective communication and writing skills
· Effective research and analytical skills
· Effective administrative skills
· Ability to deliver to tight timescales
· Interpersonal skills to secure and sustain the confidence of members of the Commissioner’s Board, police officers, police staff and the Commissioner’s partners and stakeholders, including exercising diplomacy and discretion.
· Ability to be largely self-supporting through the use of a range of packages and standard office IT software packages
· Must be committed to learning and enhancing abilities
	
	Application form

and

Interview

	Personal qualities
	· Highly organised with the ability to prioritise and manage own workload as well as working as part of the Commissioner’s team
· Must be able to work on own initiative 
	
	Interview

	Special Conditions
	· The post holder must be available to attend meetings and other events outside of normal business hours and away from the Commissioner’s principal place of business.
· The post holder will from time to time be party to information of a sensitive nature.  The post holder will therefore be required to exercise considerable discretion and will be required to maintain confidentiality during and beyond their employment/ placement with the PCC.
· All staff employed by the Commissioner hold politically restricted posts under the Police Reform and Social Responsibility Act 2011.
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