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Job description
Job title		Political Assistant to the	Green Group
· Grade:		PO2
· Reports to:	Governance Team Leader
· Direct reports:	None
· Your team:	Democratic Services 
· Service area:	Law and Governance 
· Directorate: 	Resources 

	Special requirements of the post 

	Workstyle: Front facing (High presence, one or two days a week)

	This post is subject to the council’s declaration of interest procedure

	This post is designated as politically restricted


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 

To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 

Overview of the role
This is an exciting opportunity to provide political advice and support to the Islington Green Group. You will be supporting them to deliver Islington Council’s bold vision of creating a more equal Islington. 
You will assist the Green Group of councillors in their duties as elected members, including local ward communications, helping in their roles as community champions and the planning & delivery of local community campaigns.
Key responsibilities
· To carry out administrative duties to ensure that efficient and timely support is provided to the Leader of the Opposition and the Green Group  
· Provide political advice and support to the Leader of the Opposition and the Green Group of councillors as and when required
· To coordinate responses to media enquiries on behalf of the Leader of the Opposition and the Green Group and ensure they are issued in a timely way.
· To manage internal Group communications and work with the Leader of the Opposition and the Green Group to support long-term strategic communications and campaigns
· Maintain, and create content for the Leader of the Opposition and the Green Group press releases and social media channels. 
· To work with the Leader of the Opposition to support the Green Group councillors in public affairs activity, including engagement with Ministers, government departments, Mayor of London, MPs and other decision-makers and stakeholders to influence policy and advance priorities for the group on issues that affect residents. 
· To plan, manage and support internal Group meetings, preparing and distributing relevant materials and carrying out follow-up work.  
· To prepare research and other briefing materials for group councillors, as required.
· To play a full role in the Group, including setting a programme for work, and achieving personal targets, including appraisal targets, as agreed.  
· To proactively maintain a detailed knowledge of current affairs, particularly in relation to local government, the Green Party and the councillors’ concerns.  
· To undertake regular evening work and occasional work on weekends, when given appropriate notice.  




Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.

Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience, and skills 
	Point
	Criteria description
	Essential/desirable

	1
	Experience of working in a political environment, ideally working directly with elected representatives  
	Essential

	2
	Experience of administrative work
	Essential

	3
	Ability to be flexible and adaptable to fit in with the needs and working patterns of Councillors, including attendance at evening and occasionally weekend meetings.
	Essential

	4
	Excellent interpersonal skills and experience of dealing with people from a wide range of backgrounds
	Desirable

	5
	Excellent written and oral communications skills and the ability to produce briefing materials that communicate key messages and information clearly to a broad range of audiences.
	Essential 

	6
	Ability to thrive in a pressured environment and to manage a varied and often heavy workload to tight deadlines
	Desirable

	7
	Good knowledge and understanding of political parties’ policies and values and an interest in political issues, especially concerning local government
	Essential 

	8
	Experience of supporting the delivery of political campaigns, good political sensitivity and judgement and an understanding of the need for confidentiality.
	Desirable


	9
	Ability to take the initiative and work creatively to contribute to the work of the Group as a whole and work as part of a team
	Desirable

	10
	Understanding of equalities issues and the ability to adhere to the Council’s Dignity for All policy.
	Essential


Our accreditations
[image: ] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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