Support Staff Job Description
	Job family:
	Business Management and Administration

	Pay band:
	Band 2

	Salary range:
(pro-rata)
	£33,233 – £42,727
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.



	Job title:
	Parliamentary Officer

	Reference:
	MBS-118-26

	Office of:
	Plaid Cymru Group

	Working hours:
	37 hours per week
There may be a requirement for the role holder to work outside of the normal working hours.

	Appointment type:
	Permanent 
When there is a change in the Leader of the Group, or in the number of Members that make up the Group, this position may become redundant.

	Location:






	Tŷ Hywel



	Additional information:

	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.




About the role
	Business Management and Administration

	Jobs in Business Management and Administration are responsible for the provision of managerial, specialist and administrative support at a level appropriate to the grade. The work undertaken may include providing secretarial, clerical and administrative support; implementing policy and processes; providing specialist / expert advice and support for example in relation to finances or people management; leadership and project management.
The key characteristics are:
· Develop and maintain relationships that support internal and external networks.
· Represent the work area at meetings.
· Coordinate the workflow and outcomes of a small team performing related tasks.
· Undertake research and analysis in relation to Member or office activity.
· Higher grades likely to contribute to the setting of the direction of work priorities and practices, monitoring workflow and identifying training needs for lower levels.
· Assist in the management of corporate functions including human resources, property, health and safety and data protection.
· Prepare correspondence and reports including emails and letters on routine and more complex matters.
· Undertake or oversee buildings management services.
· Assist in contract management and administration.
· Assist in and support staffing processes.

	Purpose of the job

	A Band 2 Business Management and Administration Officer working for Senedd Group Leader undertakes a wide range of work relevant to the smooth running of the Member’s office and their daily work.  Such work may include finance, diary management, record keeping or people related work.




Person specification

	Skills and behaviours

	· Be proficient with the tools and equipment for the job, for example, standard software packages and have experience of using online media in a work context.
· Well-developed oral and written communication skills.
· Understanding of, and commitment to, combating discrimination and promoting the equality of opportunities and the Nolan Principles of Public Life.
· The ability to work collaboratively as part of a small team.  
· Political awareness and strategic thinking, understanding party policies and constituency concerns in order to advise Members accordingly.
· Stakeholder management skills, engaging effectively with external organisations and policy experts.

	Knowledge and experience

	· A good understanding of the legal and regulatory frameworks within which Members and Groups operate. This includes both Senedd frameworks (standards of conduct and expenditure) as well as broader and general frameworks. Able to provide informed advice to Members and colleagues.
· Experience of working in teams, with the ability to coordinate staff, interns, and volunteers effectively.
· Has some experience of the media landscape and of drafting press releases, media lines and social media content
· Good analytical and research skills with the ability to draft policy responses and deal with varied correspondence 

	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, NVQ (or equivalent) in a relevant subject e.g. Politics, Business or Public Administration or considerable relevant experience.
· Appropriate professional or academic qualification or equivalent experience.

	Language skills

	· Welsh language skills are essential for this post, and have been assessed as follows:
· Listening: Advanced  
· Speaking: Advanced 
· Reading: Advanced 
· Writing: Advanced 
· These skills will be assessed as part of the selection process.




	Additional information on language skill levels 

	
	Corresponds broadly to
	Listening
	Speaking
	Reading
	Writing

	Advanced
	Advanced/Uwch or 
Has received Welsh medium education or 
Uses Welsh regularly 
Language Skills Certificate
	Understand conversations and instructions confidently. 
	Able to speak and engage confidently in discussion at length and able to answer any question.
	Understand a wide variety of text confidently.
	Able to write a wide variety of text confidently.

	
	
	
	
	
	




Main duties

	Parliamentary operations support, office management and staff management

	· Ensure that questions, motions and amendments are submitted and Members are allocated for Senedd business items as required – working closely with the Chief of Staff to provide advice for Members on Senedd business
· Assisting the Chief of Staff with administrative duties relating to the Group’s work – arranging and attending meetings and events as required, managing Group records and systems, and audit related activity to a high standard
· Overseeing the work of interns and work experience placements with the Plaid Cymru Group
· Assisting with parliamentary business – preparing speeches, questions, briefings and stock policy responses as required
· Assisting with communications objectives of the Group – preparing press releases, media lines and social media content as required
· Plans and manage their own workload and workloads of others in line with Member requirements.
· Perform other duties as required to support the Member that are commensurate with this band.

	Workplace obligations

	Data protection / information security:
· Support and advise 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:
· Manage the processes and arrangements that enable the Member to comply with their obligations related to health, safety and wellbeing in accordance with relevant legislation and codes of practice.
Safeguarding:
· Manage the processes and arrangements that 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. 
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