SCOTTISH ENVIRONMENT PROTECTION AGENCY

GENERIC JOB DESCRIPTION
A
JOB IDENTIFICATION

	JOB TITLE


	Policy Officer

	REPORTS TO


	RS Manager -Operations Team Leader

	DIRECTORATE


	 Regulation, Business and Environment

	UNIT OR TEAM
	RS Unit 

	LOCATION(S)                            


	Flexible preferred, Aberdeen, ASB, Ayr 
SEPA is happy to consider flexible work arrangements and we proudly use the “Happy to Talk Flexible Working” logo on all our job vacancies. If you want to work part-time or through some other flexible arrangement, we strongly encourage you to apply.


B.  
MAIN PURPOSE OF THE JOB

	To provide support to the environmental policy/and or strategy development within SEPA and to assist with the promotion of improvements in regulation and the delivery of integrated national policies and strategies.

To contribute to the development of relevant outcome measures.

To provide advice on relevant environmental issues and European and domestic legislative and strategy developments as directed. 




C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	To assist staff in the team, acting as a recognised technical support in  implementing radioactive substances policy and strategy.

 To provide  support to internal staff and represent SEPA in an official capacity externally as required.
To provide support for - working groups etc established to deliver SEPA policy, training and guidance on radioactive substances priorities. 

Understand and interpret externally generated technical, scientific and legal information and assist in disseminating such information, as required.

Track, assess, understand and provide advice on the implications of future legislative developments to policy staff

To support the work on the identification of emerging legislation and assist with the development of recommendations for the most effective mechanisms for implementation. 

To assist with the development of integrated policies and strategies to achieve improvements in the environment, consistent with SEPA’s policy objectives and outcome approach.

To contribute to the development of relevant outcome measures. 

Develop and maintain effective working relationships with key stakeholders in order to achieve environmental improvement.
	


D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS
	Internal- All RS functions, SPRI, finance, 
External- Site operators and authorisation holders, , Scottish Government and other relevant bodies as required.




E.
DIRECT REPORTS
	 None 




Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 

Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge

(3) Routine but detailed knowledge

(4) Broad understanding
Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely:  Need to have a broad understanding of the functions of all SEPA departments 


	(
	4
	
	

	Scientific/Technical

Namely: The work of the Unit is largely scientific/technically based and a good understanding of areas covered as well as data management and 
	(
	4
	
	

	Managerial

Namely: May be required to matrix manage staff 


	  n/a  
	    
	
	

	Legislation

Namely: The post-holder will assist with the development of policy, implementation of new EU/Domestic regulation.   An understanding on how policy/legislation is made and knowledge and understanding of its technical content is essential. 


	(
	3 
	
	

	Other 

Influencing and advocacy


	
	
	(
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	Degree level – Science/Environmental based (does not need to limited to any one subject)


	(
	


3) EXPERIENCE REQUIRED
Indicate the type and likely length of experience essential or desirable to do this job

	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	(
	1 year
	
	

	People management experience


	
	
	n/a 
	

	Budgetary management experience


	
	
	n/a 
	

	Use of equipment and systems 

Standard Microsoft suite 

Microsoft Project


	(
	1 year
	
	

	Other:

Influencing, brokering, partnership working, negotiating, 


	
	
	(

	


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication

Namely:  A high standard of written communication on technical issues is essential, eg formal letters, memos, and  drafting of  guidance and procedures consultation responses/OMEs etc


	(

	

	Report Writing 

Namely: : The postholder must be able to prepare, and assist with the preparation of concise and coherent well reports – for example to Unit Managers


	(

	

	Oral communication

Namely: The postholder will be required to work with external and internal stakeholders and must be able to inform and influence.  This requires good communication skills, eg, contributing to internal and external fora.


	(

	

	Presentations

Namely: There is a requirement for the postholder to represent SEPA externally.
	(

	


Policy Officer

Generic Job Description 2005 

Approved by director prior to restructure March 2005

THIS DOCUMENT IS UNCONTROLLED WHEN IN HARD COPY OR STORED IN ANY ELECTRONIC FORMAT OTHER THAN IN THE BUSINESS MANAGEMENT SYSTEM.

Printed by: <insert name>

Date Printed: <insert date>

