
TRUST FOR LONDON

DIRECTOR OF POLICY 

JOB DESCRIPTION

The post holder is employed by the Trust for London Trustee on behalf of Trust for London (the Trust). 

The Director of Policy is a key member of the Senior Management Team, manages a small team of staff and reports directly to the Chief Executive.  The post holder is jointly responsible with the Director of Grants for the management of the Trust’s funding policies, activities and the development of its funding strategy; and is expected to work closely with them. 
As a member of the Senior Management Team, the post holder will need to have an active involvement in the development of the overall policies of the Trust and to work in such a way as to assist the Chief Executive to carry out the Trustees’ policies and priorities. As part of the SMT, the Director of Policy shall be a custodian of the Trust’s vision, mission and core values, and of the Trust’s identity, corporate reputation and brand.
Objectives

The post has three main focuses: policy, research and communications. More specifically: 

· to oversee the Trust’s portfolio of policy and research grants/commissions; 

· to identify gaps and niche areas of work the Trust could support which could lead to meaningful social change; 

· to take the lead in formulating and getting agreement on the Trust’s policies and key messages and communicating these to a wide range of audiences;

· to oversee the dissemination of the policy and research work and actively engage policy makers and other stakeholders.  
Functions

The key functions and their attendant responsibilities are set out below:
1. Policy Work
i. To keep abreast of a range of policy areas and to keep staff and trustees informed of these and the possible implications for the Trust’s funding programmes.
ii. To take a lead in presenting the policy positions and evidence from the work the Trust has funded, participating in policy debates in the wider environment on issues of relevance to the Trust’s mission.

iii. To engage and build relationships with a wide range of key stakeholders including government.
iv. To take the lead in ensuring that the Trust responds to relevant consultation documents; this may entail drafting responses for wider agreement within the Trust or ensuring others draft some responses within appropriate deadlines.
v. In conjunction with the Director of Grants to develop new ideas of how the Trust can best meet its mission, this includes the development of new areas of work as appropriate.
2. Research
i. To co-ordinate the Trust’s funding and commissioning of relevant social policy research, to ensure that the quality and dissemination of the work is robust and effective.
ii. To take responsibility for a number of special initiatives and research commissions, including London’s Poverty Profile; reviewing and providing feedback on draft research reports and where necessary writing and editing short summaries of these reports. 
iii. To identify gaps in knowledge on relevant poverty and inequality issues, either through funded research or grants, and to be proactive in responding to these through the best use of the Trust’s funding.
3. Communications
i. In conjunction with the Communications Manager, and in consultation with the SMT to develop the Trust’s communication’s work, including the communications strategy, plans and key messages and ensure this is heard by relevant audiences.
ii. To build relationships with journalists and handle incoming media enquiries. 
iii. In conjunction with the Director of Grants and in consultation the Chief Executive to be responsible for the production and dissemination of reports and publications arising from the Trust’s work.
4. Funding Strategy
i. In conjunction with the Director of Grants to develop new ideas of how the Trust can best meet its mission, including through the development of the Trust’s funding strategy. 
ii. In conjunction with the Director of Grants, to report to the Grants Committees and Trustee Board, on the funded work and the outcomes of the funded work.

5. Management, supervision and support of staff and consultants
i. To recruit, manage, supervise and support the individual members of staff for whom the postholder is responsible, including setting and agreeing annual objectives within the Trust’s appraisal framework.
ii. In conjunction with the Director of Grants to ensure the effective functioning of the grants team, comprising all staff directly involved in funding related issues.
iii. To appoint, issue appropriate contracts to, and monitor the work of freelance consultants.
iv. To nurture team spirit across the organisation.  
6. Grants Management 
i. In conjunction with the Director of Grants to manage and review the grants application process, including the production of funding guidelines and related materials.

ii. To provide advice and support to grants team members on grants assessment and grants management issues; and to ensure there is a consistent approach to how grants applications are dealt with.
iii. In conjunction with the Director of Grants to oversee the production of Grants Committee and Advisory Group papers, including the production of minutes.
iv. To assess and visit voluntary organisations and projects, make financial assessments of applications, write assessment reports and make recommendations for Grants Committees.
v. To manage a caseload of approved grants and undertake second visits as appropriate.
vi. To co-ordinate the promotion of the priorities and policies of the Trust to the voluntary sector and other relevant bodies.
vii. To act as the lead officer for the Trust in certain identified boroughs.
viii. To plan and participate in borough and other meetings with a view to establishing needs and priorities in a borough or an area of concern.
ix. In conjunction with the Director of Grants to develop a programme of ‘funding plus’ work including training for groups.
7. Working with Committees
i. To service the Grants Committees of the Trust.
ii. To attend meetings of the Board and other relevant committees.
iii. To participate as required in working parties and groups.
iv. To participate in senior management team meetings.

8. Representation
i. To represent the Trust at external events, meetings and fora and to actively participate to promote the Trust’s mission and to raise the profile of both.

9. General

i. To deputise for the Director of Grants when required; and the Chief Executive when requested to do so by the Chief Executive or the Chair of Trustees. 
ii. To carry out such tasks as the Chief Executive may from time to time deem necessary for the effective and efficient functioning of the Trust.
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