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Job Description

Job title:

Regulatory Support Adviser 
Directorate:
Political Finance and Regulation 

Reporting to:
Regulatory Support Manager

To contribute to the delivery of effective stakeholder engagement and proactive support related to the UK’s political finance laws. The post-holder will engage with a range of political parties and campaigners to help them understand and comply with their legal obligations. They will ensure we are communicating in a way which engages audiences and will explore ways to be more innovative and effective.  As part of delivering external communications activities and outreach, they will input to the development of new intitiatvies and tools to help the Commission proactively support its stakeholders in a way that works for them.
Main Responsibilities

The main responsibilities are to:
· To deliver proactive engagement with political parties campaigners and other regulated entities, on the campaign finance laws, and their statutory obligations.
· To raise awareness of the the Commission’s regulatory support framework, and provide timely and consistent advice or briefing materials to political parties and other campaigners, particularly in relation to electoral events or any new laws. 

· To build effective working relationships with key stakeholders – a wide range of political parties and campaigners and represent the Commission at relevant meetings.

· Lead on designing and facilitating briefing events, webinars and advice surgeries that provide support on the political finance rules, ahead of electoral events, specifically, but also throughout the year. 
· To work with the Regulatory Support Manager to devise strategies for increasing the Commission’s use of digital online portals and technology to support the needs of its regulated stakeholders. 

· Assisting internal and external stakeholders to gather evidence and identify areas where proactive support and tools will have the greatest impact on compliance with the rules and ensure we are risk-led and proportionate. 

· To work with internal colleagues to gather evidence and feedback from regulated stakeholders on the effectiveness of the Commission’s resources, to support delivery and improvement. 

Additional details

The post-holder will be expected to become a recognised expert on the political finance laws, and to keep their knowledge of the relevant legislation up-to-date. The post-holder will use that expertise to fulfil this role in a way that is consistent with the Commissions’ applicable policies and procedures, including the QMS procedures. 

The post-holder is also expected to assist and contribute to projects by managing the delivery of, and contributing to, work-streams and project plans. The post-holder is also expected to support and contribute to work across the Regulation directorate and the Commission as appropriate and as directed by line management.

Key working relationships

The post-holder will liaise with colleagues across the Commission as necessary in order to ensure the effective management of the responsibilities of the post. 

The post-holder will develop and maintain relationships with political parties and non-party campaigners, attend stakeholder events to represent the Commission as required, and provide briefings for senior staff in respect of such events.
This job description reflects the present requirements of the post and should not be seen as an exhaustive list of responsibilities. Duties and responsibilities may develop and change in consultation with line management.
Person specification
	Competency
	Requirement
	Essential or 

Desirable

	Specialist knowledge and experience
	Educated to degree level or equivalent experience
Experience of developing and maintaining good relationships with external stakeholders

Experience of providing information to the public in a variety of formats
Experience of managing and developing tools and resources for use by stakeholders to increase compliance
Experience of delivering or contributing to delivery of events, workshops or advice surgeries.
Familiarity with, and interest in, UK political systems and structures, electoral issues and political parties

Proficient  level of IT skills including MS Excel, Word, and Outlook 


	Essential 
Essential 

Essential

Desirable 

Desirable
Desirable
Essential

	Planning and delivering results
	Strong organisational skills including the ability to juggle multiple tasks, prioritise and organise workloads effectively 

Strong analytical and problem solving ability

Strong commitment to delivering results and continuous improvement

Strong commitment to meeting deadlines

Excellent attention to detail


	Essential
Essential 
Essential 

Essential

Essential 

	Communication
	Good oral communication and interpersonal skills

Good written skills

	Essential 
Essential

	Personal effectiveness
	Ability to work flexibly both with limited supervision and as part of a team
Political sensitivity, tact and discretion, particularly in dealing with sensitive issues
	Essential

Essential



Bold type indicates minimum criteria

