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JOB DESCRIPTION

Group Policy and Public Affairs Manager

Responsible to	Group Head of Strategy Impact and Research
Department		Group Strategy, Impact and Research
Hours			0.8 FTE
Grade			SP41-45
Salary			Pro Rata Value £43,721 to £48,696 
Location		Bromley, working across the Group sites

Primary Job Purpose

The Group Policy and Public Affairs Manager will play a central role in developing and advancing Elevare Civic Education Group’s policy positions, public affairs strategy and thought leadership, strengthening the Group’s ability to influence education, skills and civic policy at local, regional and national levels.

The postholder will be responsible for translating research, evidence and organisational experience into compelling policy arguments, authoritative publications and persuasive advocacy that position Elevare as a respected and influential voice in public debate.

Working closely with the Group CEO and Executive Leadership team, the postholder will help develop, articulate and communicate the Group's strategic thinking and thought leadership, producing high-quality speeches, articles, policy briefings, opinion pieces and other influential content that reflects the CEOs distinctive leadership voice and the Group’s civic mission.

The role will involve building and sustaining relationships with politicians, policymakers, government departments, parliamentary stakeholders, journalists, sector leaders, think tanks and other influential organisations. The postholder will proactively identify opportunities to shape policy debates, contribute to national discussions and advance Elevare’s strategic priorities.

Drawing on the expertise and evidence generated across London South East Colleges, London South East Academies Trust and the Elevare Education Foundation, the postholder will help establish a coherent and distinctive policy voice for the Group, ensuring that its research, practice and civic impact inform wider thinking and decision-making.

The successful candidate will combine intellectual curiosity, excellent analytical and writing skills, sound political judgement and a strong understanding of public policy and influencing. They will be comfortable challenging assumptions, developing original arguments, advising senior leaders and working proactively in a complex and fast-moving external environment.

The postholder will help to shape Elevare’s intellectual, political and public voice and act as a trusted policy adviser, strategic writer and producer of high quality speeches, sector thought and opinion pieces reflecting the Group Principal & CEO’s distinctive voice, values and leadership philosophy.

The role requires sound political judgement, excellent writing and analytical skills, confident relationship management and the ability to manage multiple priorities in a fast-moving environment and strong knowledge and understanding of the educational policy landscape. 


About Elevare Civic Education Group

Elevare Civic Education Group is a civic organisation committed to transforming lives through the power of learning and making a positive impact on students, staff, stakeholders and communities. The Group comprises, London South East Colleges, London South East Academies Trust and the Elevare Education Foundation. 

Our Values

Stand Out: innovate, create social value and strive to achieve more.
Teamwork: collaborate, support colleagues and achieve shared goals.
Accountable: own actions, decisions and their impact on others.
Respectful: value diversity and treat everyone with respect.

Significant Contacts and Relationships

· Group Principal and CEO 
· Group  Executive Leadership Team
· Group Head of Strategy Impact and Research
· Group and Senior leaders and managers across the College, Trust and Foundation
· Group Research and Policy Team
· Marketing and Communications colleagues
· Government departments, regulators, local authorities and civic bodies
· Sector membership organisations, think tanks and research partners
· Community organisations, education partners and other external stakeholders

Key Responsibilities

1. Policy Analysis and Development
· Work closely with the Group Principal & CEO to develop articulate and communicate their strategic thinking, policy perspectives and thought leadership producing high quality speeches, opinion pieces, presentations, briefings and other materials.
· To discuss and articulate emerging ideas and concepts with the Group Principal & CEO developing and testing these into compelling materials. 
· Monitor and analyse government policy, legislation, regulation and sector developments affecting education, skills and civic outcomes.
· Lead the development distinctive credible and evidenced-based policy positions for Elevare Civic Education Group, drawing upon internal research, organisational experience, national and internal evidence and stakeholder intelligence. 
· Construct persuasive policy arguments, recommendations and advocacy materials that enable the Elevare Civic Education Group to challenge existing approaches, purpose alternatives and influence education skills and civic policy at local, regional and national levels. .
· Draft and coordinate consultation responses, policy papers, position statements and evidence submissions.
· Maintain a policy intelligence repository and forward plan of significant announcements and consultations.

2. Research, Evidence and Impact
· To interpret the external policy environment and the impact on research, operations and stakeholders, in partnership with colleagues.
· Translate data and research findings into clear messages, practical recommendations and persuasive narratives.
· Contribute to impact reports and case studies demonstrating the Group’s civic contribution and outcomes.
· Identify opportunities for collaborative research, policy development and knowledge exchange.
· Quality-assure material to ensure it is accurate, balanced, accessible and properly evidenced.

3. Public Affairs, Political and Stakeholder Engagement
· Develop and maintain effective, politically impartial relationships with MPs, parliamentarians, ministers, special advisers, civil servants, local and regional political leaders and relevant parliamentary groups.  
· Identify opportunities to influence consultations, enquiries, legislative developments and policy debates preparing tailored briefings representations and engagement strategies on behalf of the Group and Senior Leaders.
· Support the planning and delivery of an integrated external affairs programme.
· Map priority political, parliamentary and strategic stakeholders and maintain accurate records of engagement, relationships and agreed actions.
· Build constructive relationships with government, local authorities, regulators, civic leaders, sector bodies, think tanks and partners.
· Prepare briefings, speaking notes, meeting packs and follow-up actions for senior leaders.
· Coordinate roundtables, visits, policy events and stakeholder meetings with clear objectives and evaluation.
· Represent Elevare at external meetings and events when delegated.

4. Policy Communications and Thought Leadership
· Draft high-quality content including articles, speeches, presentations, stakeholder correspondence and digital copy.
· Support senior leaders and subject specialists to communicate policy expertise and institutional positions.
· Work closely with the Group Communications Team, build and maintain relationships with relevant education, public policy and national media journalists, editors and commentators.
· Identify and develop opportunities for the Group Principal & CEO and Senior Leaders to contribute authoritative commentary, opinion articles interviews and evidence-informed perspectives to public and sector debates.  
· Ensure external content reflects the Group’s agreed voice, values and evidence base.
· Identify appropriate opportunities for policy commentary, speaking engagements, partnerships and sector recognition.


5. Establish an advisory relationship with the Group Principal & CEO
· As a trusted policy, public and external affairs adviser to the Group Principal & CEO and Executive and Senior Leaders provide timely political and policy intelligence, independent analysis, constructive challenge and strategic recommendations on emerging issues, opportunities and risks.  
· Working directly with the Group Principal & CEO and Executive and Senior Leaders on agreed policy, influencing and thought leadership priorities while remaining accountable through the Group’s established management arrangements. 

6. Planning, Governance and Evaluation
· Maintain delivery plans, risk logs and performance measures for policy and external affairs activity.
· Monitor the reach and impact of engagement, policy influence and thought leadership, using insight to improve delivery.
· Provide concise progress reports and assurance to the Group Head of Strategy Impact and Research.
· Handle sensitive and politically significant information with discretion and in accordance with information governance requirements.
· Coordinate projects, commissions and suppliers within agreed resources and delegated authority.

7. Team Contribution and Professional Practice
· Contribute actively to the Strategy, Impact and Research function and support shared priorities across the Group.
· Provide professional advice, constructive challenge and responsive support to colleagues.
· Maintain up-to-date sector knowledge and undertake continuing professional development.
· Promote equality, diversity, inclusion, safeguarding and the Group’s civic mission in all activity.
· Undertake other duties appropriate to the level of the role, as reasonably required.

Professional Approach, Behaviours and Values

The postholder will model collaborative, ethical and evidence-informed practice. They will demonstrate sound judgement, curiosity, diplomacy, resilience and accountability, and will work at pace while maintaining high standards of accuracy and integrity.

General
Duties and responsibilities may vary from time to time without changing the overall level of responsibility. Elevare Civic Education Group is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Willingness to travel between Group sites and attend external meetings and events as required.
Flexibility to work occasional evenings or outside normal hours, with appropriate notice.
Appointment is subject to the Group’s pre-employment checks and safeguarding requirements.


PERSON SPECIFICATION
Group Policy and Public Affairs Manager
Qualifications
	Criterion
	Essential
	Desirable

	Degree or equivalent professional qualification, or substantial relevant professional experience.
	✓
	

	Relevant postgraduate or professional qualification in public policy, public affairs, research, communications or a related discipline.
	
	✓


Knowledge and Experience
	Criterion
	Essential
	Desirable

	Relevant experience in policy, external affairs, public affairs, research or a related role.
	✓
	

	Experience of analysing complex policy and producing concise briefings, reports or consultation responses.
	✓
	

	Experience of developing effective relationships with senior and external stakeholders.
	✓
	

	Experience of planning and delivering stakeholder engagement, events or influencing activity.
	✓
	

	Understanding of the education, skills, public service or civic policy environment.
	
	✓

	Experience of research, evaluation, impact reporting or evidence-led programme development.
	
	✓

	Knowledge of political and governmental decision-making processes.
	✓
	

	Demonstrate experience of developing substantiative policy positions and persuasive evidence-based arguments
	✓
	

	Experience of influencing policymakers, political stakeholders or sector decision makers. 
	✓
	

	A strong understanding of the education and skills policy landscape or demonstrable experience of rapidly acquiring equivalent specialist expertise.
	✓
	

	Experience of working with senior executives to develop and communicate complex strategic ideas. 
	✓
	


Skills and Competencies
	Criterion
	Essential
	Desirable

	Exceptional writing skills including speeches, opinion articles, policy papers and senior executive thought leadership. 
	✓
	

	Excellent written communication and the ability to adapt complex material for different audiences.
	✓
	

	Strong analytical and critical-thinking skills, with close attention to accuracy and evidence.
	✓
	

	Confident verbal communication, presentation and relationship-building skills.
	✓
	

	Sound political judgement, diplomacy and the ability to handle sensitive information.
	✓
	

	Ability to plan and manage multiple projects, priorities and deadlines with limited supervision.
	✓
	

	Ability to use digital research, collaboration, presentation and office productivity tools effectively.
	✓
	

	Experience of stakeholder databases, media monitoring or policy-tracking tools.
	
	✓


Personal Qualities
	Criterion
	Essential
	Desirable

	Commitment to Elevare’s civic mission, values and public benefit.
	✓
	

	Collaborative, proactive and responsive approach, with a willingness to support shared priorities.
	✓
	

	Integrity, accountability and confidence to provide constructive challenge.
	✓
	

	Curiosity, adaptability and resilience in a changing policy environment.
	✓
	

	Commitment to equality, diversity, inclusion, safeguarding and continuous professional development.
	✓
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