
CWVYS MEMBERSHIP & POLICY OFFICER 
2020/21
Job Description and Person Specification

PURPOSE

· To undertake responsibility for membership support and policy work and in accordance with CWVYS’s Mission, Vision and Functions
TASKS
Membership Support
· To take the lead on Membership strategy and targets

· Provide liaison support to existing CWVYS Members
· Visit existing and potential CWVYS Member organisations

· Research, identify and pursue potential CWVYS Member organisations

· Audit Membership via recording and reviewing membership data 

· Contribute ideas for future Membership strategies

Policy work
· Attend policy events, meetings and forums on behalf of CWVYS

· Lead responsibility for CWVYS link role on specific Third Sector/Ministerial meetings, including attendance at same; reporting back to Chief Executive and Membership organisations, CWVYS colleagues and Trustees
· Research, consult with Members and reply to public consultations, as agreed with Chief Executive

Youth work policy and practice 
· To be pro-actively aware of ongoing developments and engage with/influence youth policy discussions, plus impact on CWVYS Membership and the wider sector

Representation
· Represent CWVYS at externally-facing meetings, events and forums 

· Organising meetings, seminars and events

· Preparing reports and policy-informed materials
CWVYS Regional Groups
· Liaison with the Regional Co-ordinator as necessary plus attendance at meetings when required 
Other

· To deputise for the Chief Executive in their absence, as appropriate and as agreed

· Any other duties as determined by the Chief Executive

PERSON SPECIFICATION 

Essential

Knowledge

· Clear and demonstrable understanding of third sector youth services, networks, policies and structures

· Ability to negotiate and consult on a wide range of youth service issues

· A willingness to engage positively with all youth work service sectors

· Sensitivity to and awareness of the cultures and languages of Wales 

· Ability to facilitate meetings and partnerships to a high standard

· Ability to deliver to tight deadlines 

Experience

· External policy management and development

· Demonstrable experience of preparing and drafting policy and consultation documents and reports

· Experience of partnership working and implementation of collaborative approaches and systems

· Experience of recent working in the voluntary sector in Wales

Skills

· Highly effective stakeholder management and partnership skills

· First rate organisational skills

· Excellent communication skills

· Team work ethic 

· Ability to work on own initiative to achieve agreed targets

· Clear and demonstrable ability to seek out and exploit opportunities 

· High quality reporting skills

· Ability to adopt flexible times of working (evening work may be necessary)

· Ability to travel throughout Wales and the UK when necessary
· Professional attitude

· Experienced in IT skills e.g. e-mail, internet, databases, Microsoft Outlook, Excel, Powerpoint
· To act in a manner commensurate with the requirements of a CWVYS employee 

· Access to a car and willingness to use it in support of job role 
Desirable

· Ability to communicate in the Welsh language

CONDITIONS OF SERVICE

Hours of work:


24 per week
Length of contract:
1 April 2020 to 31 March 2021 initially; reviewed thereafter 
Salary:
SCP 25 (NJC Scale 2018-20) pro-rata
Actual £18,671  
Pay and conditions of service:
Via CWVYS payroll services
Annual leave entitlement:

17 days plus bank holidays

Accountability:
to the Chief Executive

Place of work:


CWVYS office, Cardiff Bay






You will be required to travel






within, and outside of, Wales.

February 2020
