Parliamentary assistant – Band 3
Job and person specification
	Job title:
	Parliamentary Assistant 

	Reference:
	MBS-068-26

	Office of:
	Joe Martin MS

	Pay band:
	3

	Salary range:
(pro-rata)
	£26,345 - £33,873
All new staff are expected to enter on the scale minimum of the appropriate pay band.  Individual staff will, subject to satisfactory performance, move up the incremental scale one point at a time on the anniversary of their commencement of employment until they reach the scale maximum for their band.

	Working hours:
	11.5 hours per week 
Some evening and weekend work will be required. There may be a requirement for the role holder to work outside of the normal working hours.

	Appointment type*:
	Permanent 

	Location:
	Senedd, Cardiff Bay
There may be a requirement for the role holder to travel for work occasionally. There may be a requirement to visit a range of locations across my constituency, including rural locations, where public transport may not be available.



	Purpose of the job

	A Band 3 Parliamentary Assistant working for a Member of the Senedd (Member) supports the Member by 
· conducting research, drafting policy briefings and helping with Senedd work.
· providing administrative, constituency and publicity support ensuring that standards of confidentiality are maintained. 
· assisting with the Member’s communication efforts, both internally and externally. Assisting the Member to disseminate key messages and information.




	Additional information:

	*Appointment type: 
Individual Members: As a Member of the Senedd, I hold office as an elected representative; when I cease to be a Member of the Senedd, this position will be made redundant.

	I am an equal opportunities employer and welcome applications from all suitable persons including people from the following protected characteristics (race, sex, disability, religion/belief, sexual orientation, gender identity, marriage / civil partnership, pregnancy / maternity or age).

	Please note that appointment will be subject to references and a security check.
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Introduction: Policy and Research
Jobs in Policy and Research are responsible for conducting research or analysis of a particular issue or range of issues in order to provide Members or Groups with relevant intelligence and on occasions pragmatic, action-oriented recommendations or options for dealing with the issue. Activities will be undertaken at a level appropriate to the grade.
The key characteristics are:
· Through scrutiny of the work of the Welsh Government and other bodies identifies potential outcomes and impacts 
· Problem analysis, option generation and appraisal
· Contribution to the development and shaping of policy
· Working in partnership (internally and externally) to conduct research, influence policy documents, strategies and working practices. outlining the implications of external influences and trends such as developments in other legislatures

Introduction: Communication
Communication jobs are responsible for creative processes, public relations, media releases, communications and media production, printed and electronic publications, website content design/management, and social media. The Communications function also includes the support, coordination, production, and management of written, visual, and digital communications. These roles may also include managing and coordinating consultation and engagement events in accordance with the frameworks governing Member activity.

The key characteristics are:
· Generating ideas, researching, creating, writing and delivering a variety of communications materials
· Creating, supporting and managing campaigns for internal and external stakeholders
· Providing technical advice and direction for Members and other staff in relation to the choice and use of various communication media 
· Proactive and reactive communication strategies
· Developing and implementing projects with various agencies, including public, private and voluntary sectors
· Building and maintaining relationships with stakeholders 


Introduction: Casework
Casework jobs are responsible for handling a wide range of correspondence and casework at a level appropriate to the pay band. This includes following up on enquiries raised by individual constituents or campaign/lobbying groups, corresponding on behalf of the Member and signposting enquirers to appropriate sources of information, advice and guidance. Job holders will speak to constituents raising complaints and may on their behalf approach relevant public service organisations e.g. NHS or local government departments to support the constituent in resolving problems and issues raised.
In addition, the organisation of, and involvement in, public engagement events such as surgeries or other constituency activities may be seen in these roles.

The key characteristics of a casework role are:
· Ensuring that all cases are progressed promptly and proportionately and are concluded at the earliest opportunity 
· Managing a caseload, with supportive supervision appropriate to the level of the role
· Gathering appropriate information to produce factual evidenced-based written reports
· Keep accurate, up-to-date records and audit trails in accordance with data protection requirements
· Communicating effectively with all parties both verbally and in writing
· Responding to a broad range of general correspondence investigating and responding to queries as necessary
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· Ensuring that the work of the Member is promoted through participation in appropriate activities such as surgeries or community events.
Person Specification
	Skills and behaviours 

	· Research and analytical skills including an ability to summarise information.
· Good written communication skills to draft reports and policy briefings.
· Expected to be proficient with the normal tools and equipment for the job e.g., standard software packages and have familiarity with online media. 
· Understanding of, and commitment to, combating discrimination and promoting the equality of opportunities and the Nolan Principles of Public Life.
· Expected to develop proficiency in an area of administrative or practical work; able to answer a standard range of queries from others and know when to refer on more complex queries. 
•	Expected to be proficient with the normal tools and equipment for the job, for example, standard software packages and have familiarity with online media. 
· Communication Skills – Good oral and written communication skills. 
· Expected to plan and manage their own workload within the constraints of established practice and procedures. 
· Take decisions within established guidelines or protocols, for example, using standard replies to enquiries or passing on to others. 
· Ability to work collaboratively as part of a small team.

	Knowledge and experience 

	· Understanding of government and parliamentary processes.
· Political awareness, keeping up with current affairs and party policies.
· Attention to detail ensuring accuracy in research and policy documents.
· Expected to develop proficiency in an area of administrative or practical work; able to answer a standard range of queries from others and know when to refer on more complex queries. 
· Data protection / information security
· Knowledge of law and good practice related to data protection and information security.
· Health, safety and wellbeing
· Experience and practical understanding of law and good practice regarding health, safety and wellbeing, including risk assessments, control measures, and knowing when to seek competent advice.
· Safeguarding
· Experience implementing proportionate safeguarding measures related to children and vulnerable adults.

	Desirable criteria 

	· An understanding of current affairs and issues of relevance to Wales and the local area, an interest in the Welsh political system. 
· Sympathetic to the aims and values of the Party.

	Qualifications 

	· Degree in relevant subject

	Language skills

	· Welsh language skills are not essential for this post, they are however desirable.
· The ability to work in both Welsh and English. Ability to pronounce Welsh names, answer the telephone, greet people or make introductions bilingually.  To understand familiar, every day Welsh expressions. To understand short texts where people are giving basic information.










Main duties
The key areas of work and responsibilities for this job. Points identify typical areas of outputs and suggest anticipated results but are not exhaustive or specific.
	Constituent Casework Handling 

	· Respond to enquiries from constituents via phone, email or letter. 
· Log and track cases using a case management system to ensure timely follow-ups. 
· Research issues and liaise with government departments, councils and agencies on behalf of constituents. 
· Draft letters and emails to respond to constituent queries. 
 

	Advice and Advocacy 

	· Provide basic advice and signposting to constituents on issues such as housing, immigration, welfare, benefits and health. 
· Escalate complex cases to senior caseworkers or the Members when necessary. 
· Ensure constituents are aware of their rights and signpost them to relevant support services when appropriate. 

	Administrative Support 

	· Maintain accurate and confidential records of constituent cases in line with data protection laws. 
· Organise meetings between constituents and the Members or senior staff. 
· May organise events such as surgeries or visits at the direction of the Members. 
· Draft and proofread correspondence for the Members. 

	Media and Press Work 

	· Monitoring local and national media for relevant news. 
· Assisting in responding to media inquiries and arranging interviews. 
· Building relationships with journalists and media outlets. 

	Digital and Social Media 

	· Managing the Member’s social media accounts (Twitter/X, Facebook, Instagram, LinkedIn) as directed by the Member or more senior staff member. 
· Creating and scheduling posts, graphics, and videos in line with agreed protocols. 
· Monitoring engagement and responding to messages/comments. 

	Constituency Engagement and Public Relations 

	· Writing newsletters, website updates, and blog posts. 
· Helping to organise and promote events, surgeries, and public meetings. 
· Managing correspondence from constituents and stakeholders. 
· Keeping records of media coverage and public engagement. 
· Ensuring compliance with Senedd rules on communications. 
 
 
 
 
 


	Research and Briefing Preparation

	· Conduct background research on policy issues, legislation and constituency concerns.
· Prepare concise briefing notes ahead of debates, meetings  or speeches.
· Monitor developments in government policy, committee reports and Senedd debates.

	Senedd Work and Speechwriting

	· Assist in drafting Senedd questions and letters to Ministers.
· Help prepare speeches, motions and articles.
· Track bills, amendments, and government policies that impact the constituency or party.

	Constituency and Stakeholder Engagement

	· Support the Member in engaging with constituents, interest groups and stakeholders.
· Help organise and prepare for meetings with lobbyists, campaigners or policy experts.
· Draft responses to policy-related enquiries from constituents or local organisations.

	Public Communications

	· Monitor news and social media for relevant policy updates or public concerns.
· Help coordinate the Member’s public appearances and interviews on policy matters.

	Administrative Support

	· Maintain an organised research database for reference.
· Assist in drafting reports, consultation responses, and submissions.

	Workplace obligations

	· Data protection / information security
· [Support and advise the Member] / [Coordinate activities and provide guidance to enable the Member] / [Manage the processes and arrangements to that enable the Member] [Ensure effective systems and practices are in place to enable the Member] to comply with their obligations related to data protection and information security in accordance with relevant legislation and codes of practice.]
· Health, safety and wellbeing
· [Support and advise the Member] / [Coordinate activities and provide guidance to enable the Member] / [Manage the processes and arrangements to that enable the Member] [Ensure effective systems and practices are in place to enable the Member] to comply with their obligations related to health, safety and wellbeing in accordance with relevant legislation and codes of practice.].
· Safeguarding
· [Support and advise the Member] / [Coordinate activities and provide guidance to enable the Member] / [Manage the processes and arrangements to that enable the Member] [Ensure effective systems and practices are in place to enable the Member] to comply with their obligations related to safeguarding of children and vulnerable adults in accordance with relevant legislation and codes of practice.]

	Other

	· Expected to plan and manage their own workload within the constraints of established practice and procedures.
· Take decisions within established guidelines or protocols e.g. using standard replies to enquiries or passing on to others.




