
 

Public Affairs Advisor 
About the role  
 

This role is to assist the Deputy CEO and Senior Policy and Public Affairs Advisor with 
advocacy activities concerning ALCS issues at UK and International level. 

Role description  
 

Location: 5th Floor Shackleton House, 4 Battle Bridge Lane, London SE1 2HX 

Contract: Permanent 

Salary: £ 28,000 

Hours:  Full-time, 35 hours a week, Monday to Friday, between 8am and 6pm 

Holiday 25 days per year + bank holidays 

Pension: ALCS contributes 12.5% of staff members’ salaries as part of an auto enrolment 
pension scheme 

Reporting line 
and team 

You will report to the Senior Policy & Public Affairs Advisor 

Main 
Responsibilities  

General advocacy work in the UK and EU.  You’ll have primary responsibility to 
proactively provide intelligence on upcoming legislation, debates, PQs etc and other 
political developments from across the UK.  To support this you will also assist in 
developing briefing papers as required for opportunities to raise ALCS’ profile in political 
circles, such as inquiries in both houses of Parliament and events at UK level that ALCS 
should have a position on. 

You’ll utilise your current knowledge of parliamentary and political process to further 
ALCS’ strategic objectives by developing influencing plans to support our key asks of 
government.   

Event management.  You will use your excellent organisational skills to set up and attend 
political meetings/dinners/functions for advocacy purposes; writing up and following up 
on action points.  You must be a ‘completer’ to ensure all opportunities and plans are 
progressed to the point of closure. 

Raising ALCS’ profile externally.  You’ll have an outgoing personality and be keen to 
arrange and attend meetings with MPs, Special Advisors and civil servants to discuss and 
further the aims of ALCS.  You will also attend stakeholder group meetings and relevant 
Select Committees etc; writing up and following up on action points.You’ll use your 
excellent speechwriting skills to draft speeches for MPs and other speakers at ALCS 
events. 

Committee management.  Within ALCS you will organise and administer meetings of 
ALCS board sub-committees relevant to advocacy work including minute-taking. 

Political communications.   You’ll work with the communications team around 
campaigns and events to ensure messages reach a political audience including separate 
press releases where necessary.  You’ll also promote ALCS to political journalists 



 
 
 

All Party Writers Group (UK).  Again, using your organisational skills you will administer 
the APWG including organising the AGM, meeting, events and dinners, writing up any 
meeting notes and following up on action points.  You’ll also develop a network of 
writers to attend APWG  meetings/events as well as identifying further parliamentarians 
to join and engage with the Group.  You will be responsible for developing briefings and 
keeping the APWG website information current as well as developing content for APWG 
communication channels including website, press releases and social media. 

International (cover).  When appropriate you will support the international policy lead 
with their work at the International Authors Forum (IAF) as well as relevant briefing 
notes.  This may include activities such as setting the agenda for the IAF Steering 
Committee Meetings and other IAF meetings and acting as administrator for those 
meetings; writing up meeting notes and following up on action points, if and when 
required. 

Person 
specification  
 

UK parliamentary experience is essential for this role. 

Outstanding communication skills, both oral and written, are also essential.  You will be 
writing briefing notes, articulating ALCS’ position, influencing parliamentarians, writing 
for the website and newletters. 

Excellent organisational skills are paramount.  You will be co-ordinating a wide range of 
activities and the ability to work in a fast-paced environment often with changing/ 
competing priorities and strict deadlines means you must remain calm under pressure. 

A genuine and demonstrable enthusiasm for working collaboratively in a small, busy but 
highly motivated team, working together to meet ALCS’ objectives. 

A pro-active and positive approach to solving problems is needed, with energy and 
perseverance in the face of pressure. 

A conscientious approach to all areas of work, particularly in completing projects, 
meeting challenges and evaluating the outcomes is expected. 

Knowledge, 
skills and 
experience  
 

Candidates are expected to be educated to degree level.  They will be expected to have 
an intermediate-advanced level of Microsoft products such as Word, Excel, Powerpoint 
and Outlook.  Experience of database work would be desirable. 

Next Steps If you are interested in this role, please send your CV and a covering letter 
explaining why you feel you are a suitable candidate to  Jacqui.dalton@alcs.co.uk 

mailto:Jacqui.dalton@alcs.co.uk
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