SCOTTISH ENVIRONMENT PROTECTION AGENCY

GENERIC JOB DESCRIPTION
A
JOB IDENTIFICATION

	JOB TITLE


	Principal Policy Officer

	REPORTS TO


	Unit Manager

	PORTFOLIO

	Circular Economy

	UNIT OR TEAM
	Radioactive Substances

	LOCATION(S)                            


	Flexible


B.  
MAIN PURPOSE OF THE JOB

	To lead and coordinate environmental policy and/or strategy development within SEPA, promote improvements in regulation and deliver integrated national policies and strategies.

To contribute to the development of relevant outcome measures.

To provide advice on a wide range of environmental issues and European and domestic legislative developments. 


C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	Act as a recognised technical expert in environmental issues providing support to internal staff and representing SEPA in an official capacity externally.

Lead in the development of components of policy, ensuring integration with the wider policy framework.

Manage or supervise workload and staff resources including budgets as required.

Provide the appropriate level of technical support for task teams, working groups etc established to deliver SEPA policy, training and guidance on environmental priorities. 

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

Track, assess, understand and respond to future legislative developments and the strategic direction being taken by the European Union institutions and both UK government, Scottish Parliament and Scottish Executive.

Identify emerging legislation and develop recommendations for the most effective mechanisms for implementation and monitor and report on progress on implementation.

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

Lead on the development of relevant outcome measures through effective internal coordination and business planning.

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

Mentor and support other team members


	


D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS
	Internal- Board, CMT, ERI/Science senior managers, Communications, HR/OD, Finance, Organisational Planning.

External- Scottish Executive, DEFRA, Environment Agency, Environment and Heritage Service (NI), EPA, FSA, DTi, SNIFFER, Industry/Trade Associations, NGOs, Research Institutes and other relevant bodies.

 


E.
DIRECT REPORTS
	May be assigned direct reports but will supervise staff (which may include matrix management) and Unit workload.  Coordination of networks of SEPA staff and possibly from external organisations.

 


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: knowledge of functions of all SEPA departments and boards, scheme of delegation, finance including bidding processes and budgeting, accountability, responsibilities of individuals at various levels, business procedures, corporate planning and reporting 


	(
	3
	
	

	Scientific/Technical

Namely: The work of the Unit is largely scientific/technically based and a good overall understanding of areas covered is essential. Ability to take an integrated view is essential.


	(
	2
	
	

	Managerial

Namely: May be assigned direct reports but will supervise staff (which may include matrix  management) and Unit workload. Mentoring and supporting other team members.


	(
	3
	
	

	Legislation/Policy

Namely: The post-holder leads on the development of policy, implementation of new EU/Domestic regulation.  Considerable liaison with external stakeholders is required, understanding on how policy/legislation is made and knowledge and understanding of its technical content is essential. 


	(
	1
	
	

	Other 

Influencing and advocacy


	(
	2
	
	


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


	(
	5 years
	
	

	People management experience


	
	1 year
	(
	

	Budgetary management experience


	
	
	(
	

	Use of equipment and systems 

Standard Microsoft suite 

Microsoft Project


	(
	1 year
	
	

	Other:

Influencing, brokering, partnership working, negotiating, 

Project Management


	(

	1 year


	(

	


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 diverse, sometimes contentious, technical issues is essential, eg strategies, formal letters, memos, guidance and procedures and responsibility for consultation responses/OMEs


	(

	

	Report writing

Namely: The postholder must be able to prepare robust, concise, coherent, well argued reports – for example to CMT, Board.


	(

	

	Oral communication

Namely: The postholder works with a wide range of external and internal stakeholders very often seeking to inform, influence, persuade.  This requires high level oral communication skills, eg, chairing meetings and contributing to internal and external fora.


	(

	

	Presentations

Namely: There is a requirement for the postholder to represent SEPA externally which demands the ability to deliver compelling and authoritative presentations.
	(
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