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FAMILIES NEED FATHERS

Job Description

	Title of Job:        Policy and Information Officer
                           Full time (36 hours per week)

Line Manager:   Chief Executive Officer



Purpose of job:

To provide develop policy with, and to provide information to staff, branches, members, clients and the National Council of Families need fathers, and to provide information on shared parenting to external persons and organizations.
Duties and responsibilities

1. Equal Opportunities: Families Need Fathers has a commitment to achieving equality of opportunity in both services to our members and clients, and in the employment of people, and expects all employees to understand and promote its policies in their own work.
2. Fire, Health and Safety: Families Need Fathers is committed to a healthy and safe working environment and expects all its employees to consider and integrate health and safety in all work activities.

3. Child Protection: Families Need Fathers is committed to protecting children in both direct and indirect contact with the charity, its staff, volunteers and members. Employees are expected to be aware of and, when relevant, to implement our child protection policies.

4. Sustainable Development: Families Need Fathers is committed to the principles of sustainable development and all employees are expected, in so far as possible, to maintain work practices in line with the principles of sustainable development.

5. Continuing Professional Development: Families Need Fathers is committed to the continuing professional development of all its staff and all employees are expected to actively pursue opportunities to undertake training or other career development opportunities that they feel would develop their work and the operation of the Charity, and to keep an up-to-date record of such activities as they do undertake.
6. Data Protection: Families Need Fathers holds sensitive data on its members and those using its services such as the helpline. All employees are required to maintain an awareness of data protection responsibilities, and to execute all relevant duties with tact, discretion and due respect to confidentiality of clients, members and staff.

7. To prepare information on Families Need Fathers, its aims and objectives, and Shared Parenting in general, including, but not limited to, membership inquiry packs, charity profiles, parenting support information, publications and fact sheets, content for the web site and articles for McKenzie. To ensure that this information is kept up-to-date in line with changes in social policy, the law or other factors.
8. To maintain an awareness of social attitudes and government policy relating to Shared Parenting, to identify where Families Needs Fathers requires to formulate new or revise existing policy in the light of this and, in conjunction with the National Council, to lead the formulation of such policy.

9. To create, maintain and operate systems to ensure that information is disseminated throughout the organization, including but not limited to members and branches.

10. To coordinate research results on issues of fathering and Shared Parenting so as to provide a constantly updated summary of the latest findings, and ensuring that this is constantly available to members and staff of the Charity.

11. To provide information on Families Need Fathers, its aim and objectives and on Shared Parenting to inquirers, including particularly, but not limited to representatives of government, statutory agencies and other voluntary sector organizations.

12. To prepare and target press releases on topical issues relating to Shared Parenting, and to investigate and act upon the impact made by such releases so as to constantly improve effectiveness.

13. Where necessary and appropriate, to commission research on issues related to the aims and objectives of Families Need Fathers.

14. To ensure that the Charity responds to all relevant government and government agency consultations in England, Scotland, Wales, Northern Ireland, The Isle of Man, the Channel Islands and other jurisdictions where Families Need Fathers operates. This includes preparing written responses and representing Families Need Fathers at parliamentary committees, stakeholder groups or similar.
15. To maintain an awareness, including all relevant training, of the Families Need Fathers Helpline practices, and where necessary to give support in the approved manner to persons who call, email or visit the office requiring it.
16. To train and supervise volunteers to assist with policy and information work.
17. Any other such duties as may from time to time be assigned.
This is an outline job description and should not be regarded as an inflexible specification. Priorities may change along with service needs and new duties introduced after consultation with the post holder.

EMPLOYEE SPECIFICATION

Job Title:        Policy and Information Officer

Salary: 
£tbc
5% non contributory pension,  25 days annual leave
Skills/Abilities

1. Good Interpersonal Skills
2. Good organizational ability including ability to organize own work efficiently
3. Ability to produce clear and focused documentation in a timely manner

4. Ability to keep track of rapidly changing government policy and social attitudes
5. IT skills including DTP and office packages
6. Communication Skills

7. Ability to understand, summarize, communicate and act upon research findings
8. Commitment to the principles of Shared Parenting
9. Ability to work tactfully, sensitively and effectively, as part of a team and with a wide range of individuals. 

10. Ability to prioritise workload and work under own initiative. 
Knowledge
1. Awareness of the issues surrounding Shared Parenting
2. Thorough knowledge of the way government family policy is formulated, including that in the devolved administrations such as Scotland and Northern Ireland

3. Thorough understanding of procedures and systems for disseminating information within a voluntary sector organization

4. Awareness of basic office procedures

Experience

1. Experience of preparing written documents and communications
2. Experience of providing complex information to informed inquirers such as statutory authorities (eg social services, NSPCC)
3. Experience of preparing responses to government consultations
4. Experience of verbal presentation of issues for example at parliamentary committees
5. Experience of running systems to maintain and update information resources
Equal Opportunities
1. An understanding of and commitment to Families Need Fathers Equal Opportunities Policies in both services to members and employment.

Child Protection
1. An understanding of and commitment to Families Need Fathers Child Protection Policies.

Other Factors

1. Commitment to using information technology 

2. Commitment to transparent working practices

