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Education Policy Coordinator 
(Education) 

Job Description

September 2021


Join us at Thomas Pocklington Trust
Thomas Pocklington Trust is a national charity dedicated to delivering positive change for people with sight loss.

Our values

Making a difference: The lives of people with visual impairments are better because of what we do.
Working in partnership: We work collaboratively together and with all our partners and stakeholders.
Respect: We treat people the way we would like to be treated.
Quality: We set clear goals and high standards and work efficiently and effectively to achieve them.
Participation: We place the participation of blind and partially sighted people at the heart of everything we do.


Thomas Pocklington Trust aims to be a fulfilling and enjoyable place to work; we know this enthusiasm plays a key role in delivering high quality services to our service users, we also recognise the crucial role each and every one of us plays in helping to achieve our goals.
















Role:	Education Policy Coordinator 

Department:		Services Directorate 

Responsible to:		Head of Education 
				
Responsible for:	No management role 
				
Location:	Home based

Salary:	£21,500 - £31,500 per annum depending on experience

Contract type:	Permanent

Job overview: 	To help ensure that blind and partially sighted students aged 11+ get the most out of their education.  

Main Duties:


1. To lead in writing, updating and communicating TPT’s policy positions on key areas of Education. 

2. To identify, coordinate, write and submit TPT’s consultation responses that are in line with the Education teams strategic objectives. 

3. To develop and implement influencing strategies that support our education outcomes.

4. To engage blind and partially sighted students and professionals in campaign and policy activities where relevant. 

5. To work effectively with campaign and policy leads in the sight loss sector, including RNIB, Guide Dogs and Visionary. 

6. To produce briefings, reports, papers and materials for our Student Support website, social media and other documents as required.

7. To work and liaise with TPT’s National Public Affairs Lead. 

8. To monitor, analyse and evaluate national policy, legislative and other developments relevant to education and any implications for TPT and the students we support. 

9.  To provide expert advice and guidance on Education policy to team members.

10. To be part of a rota system to monitor and respond to queries and case work that come into the student support service inbox and via our support line.

11. To use Salesforce effectively to manage case work, projects and events. 

12.  To represent Thomas Pocklington Trust on groups, at external meetings, conferences and other events, as required. This may include delivery of presentations.

13.  To complete other reasonable related tasks requested by the Director of Services and the Head of Education that are commensurate with the post.


Special Requirements

There is a duty to be flexible in the approach to work duties; the post holder will be required to travel to meetings at various locations within England

General

It is a requirement of all staff that they:

· Work in support of the values of TPT. These promote respect of service users, recognising their skills and entitlement to choice, dignity and independence.

· Positively work in support of the principles outlined in the Equality & Diversity Policy. 

· Assist in maintaining a safe working environment by attending training in basic and specialist health and safety requirements as necessary, both on appointment and as changes in duties and techniques demand and to follow the requirements of the Health and Safety at Work Policy and any local codes of safe working practices.

· Comply with the requirements of the Charity’s People Development policies and procedures.
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Thomas Pocklington Trust (TPT) is a charity established to provide services for visually impaired people: our mission is to improve the lives of people living with sight loss.

TPT is registered with the Disability Confident Scheme as a Disability Confident Committed employer. Therefore, we believe in treating all employees fairly and we are committed to recruiting equally. TPT’s charitable objective and aim is to support visually impaired individuals back into work. For this reason, we are actively seeking applications from all backgrounds including disabled/visually impaired individuals and people who have lived experience of sight loss.  We also guarantee all disabled applicants that reach the minimum appointment criteria an interview. We are happy to accept applications from all suitably qualified persons who have the appropriate skills and talent regardless of their age, gender, race, religion, disability, sexual orientation or marital status.












Person Specification

	Criteria
	Standard
	Essential / Desirable


	Work Experience

	Production of high-quality written work to influence policy outcomes.
	Essential

	
	Experience of developing and managing projects. Including the use of project plans. 
	Essential 

	
	Experience of working with/supporting blind and partially sighted students in secondary, further and/or higher Education.
	Desirable

	
	Experience of working with government to inform and influence policy development.
	Essential 

	
	Experience of distilling complex policy information into a format that can be understood by a general audience. 
	Essential 

	
	Experience of using social media platforms.
	Essential

	
	Proven track record of developing and implementing campaigns to bring around the change/desired outcome. 
	Essential 

	
	Experience of using information systems and databases, for example Salesforce.
	Desirable

	Knowledge & Qualifications
	Degree or equivalent level qualification.
	Desirable

	
	Knowledge of mainstream secondary, further and higher education policy. 
	Essential 

	
	A detailed understanding of the policy environment, political institutions and the process of government.
	Essential 

	
	Possess an understanding of the needs of and issues affecting blind and partially sighted children and young people. 
	Essential

	Skills
	Excellent oral and written communication skills.
	Essential 

	
	An ability to adapt communication style to specific audiences.
	Essential

	
	Gather and research information from a broad range of sources, to interpret complex and technical information and to analyse data to inform policy.
	Essential

	
	Excellent organisational skills with the ability to manage own workload, work independently and achieve results without close supervision.
	Essential

	
	Must be able to manage and prioritise multiple tasks.
	Essential


	
	Work on own initiative and as part of a team.
	Essential 

	Attributes
	Must be able to develop and sustain effective professional relationships with internal and external contacts.
	Essential

	
	Must possess a high standard of integrity.

	Essential

	
	A commitment to work in accordance with the principles of equality and diversity.
	Essential

	
	Pro-active with a high level of self-motivation and enthusiasm.
	Essential 
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