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Job Description   

Job Title External Affairs and Strategy Specialist 

Function  Corporate Services 

Department/Team Communications 

Reports to Director of Strategy and Communications 

DBS Check Level 

Required 
Enhanced 

Grade/Job Evaluation 

Level 

Manager/ Specialist A 

 

Salary Banding 
Service Manager/Function Manager 

 
Created/Reviewed 

date 
September 2025 

 

You will be working for  

 

As a dynamic and purpose-driven organisation, we recognise that our 

people are at the heart of everything we do.  

 

Our charity is committed to creating meaningful impact in the lives of 

those we serve. As a values-driven organisation, we understand that our 

people are central to achieving our mission.  

 

Within the Partnerships, Innovation & Business Development 

directorate, the Communications Team delivers the internal 

communications, external communications, services communications, 

external affairs and fundraising needed for Waythrough to reach its 

goal.    

 

 

Purpose of the Role 

Manages Waythrough’s external affairs work in close partnership with 

the Director of Strategy & Communications and the Executive 

Director of Partnerships, Innovation & Business Development, with the 

aims of: 
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a) Understanding our external environments 

b) Supporting Waythrough to make the best possible decisions 

and forming positions based on that knowledge 

c) Advocating for change based on agreed policy priorities that 

move Waythrough towards its ten-year goal. 

 

 

Key Accountabilities  

(List of accountabilities specific to this role) 

 

Service Delivery 

 

• Understanding our external environments 

• Horizon scan relevant policy areas for emergent patterns, new 

reports, risk and opportunity. 

• Work with External Communications Manager to interpret the 

external environment, spotting patterns, risk and opportunities 

and working with Head and Director to develop responses. 

 

 

• Supporting Waythrough to make the best possible decisions 

based on that knowledge 

• Support Waythrough’s Strategic Governance Group through 

external affairs research/papers, meeting secretariat and 

participation as a full member. 

• Brief senior colleagues, both verbally and through writing, on 

political, policy or other external affairs issues. Urgent or emergent 

issues may require very quick turnaround. 

 

• Advocating for change based on agreed policy priorities. 

• Represent and advocate for Waythrough and the people it 

serves in a range of internal and external working groups, 

partnerships, policy alliances (such as Collective Voice and 

Association of Mental Health Providers) and forums. 

• Support the collaborative delivery of the Collective Voice 

Alcohol, Drugs and Justice All Party Parliamentary Group: work 

with planning group on strategy and development and with the 

delivery group on organising events and drafting policy materials. 
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• Lead development of written policy submission, drawing on our 

operational and lived experience expertise to inform responses. 

• Collaboratively lead development of a significant national 

campaign to contribute to Waythrough’s goal, working across 

Communications, Operations and our Life Experience Council. 

• Work with colleagues as needed to support development of 

Waythrough’s organisational partnerships, innovation work and 

good practice and research projects. 

• Support the advocacy and profile of CEO and other leaders, for 

instance through researching and preparing blogs, presentations 

or speeches. 

 

Performance 

• Take part in monthly management group meetings with peer 

Managers, Head and Director, with a commitment to learning 

and collaboration. 

• Contribute to team impact and data collection and analysis. 

 
Development and engagement 

• Continue to strategically develop Waythrough’s External Affairs 

approach, with support from Director and other relevant 

colleagues. 

• Build relationships with key external affairs stakeholders (civil 

servants, parliamentarians, other provider charities, drug and 

alcohol/public health advocacy organisations and alliances). 

• Work with the people we support, including our Life Experience 

Council, to ensure the voice of lived experience meaningfully 

informs all our external affairs work. 

 

 

General Accountabilities  

(List of accountabilities applicable to all roles) 

 

• Model our organisational values and leadership behaviour that 

sets the tone for leaders/managers across the organisation.  

• Create a culture of excellence and care which is collaborative 

and actively demonstrates our commitment to the people we 

support, and our core purpose.  
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• Demonstrate and lead a culture of development, learning and 

continuous improvement so that everyone can thrive.  

• Maintain constant awareness of both the external and internal 

landscape, horizon scanning for growth opportunities and new 

developments.  

• Develop and maintain appropriate and effective 

organisational processes, systems, and people structures to 

ensure the organisation meets its legal and regulatory 

responsibilities including safeguarding.  

• Work in accordance with all relevant legislation, policies, 

procedures and guidelines.   

• Keep abreast of latest developments and good practice in 

own professional areas. Anticipate possible future 

developments which may affect the organisation.  

• Participate in any root cause analysis or review of constraints 

and/or delays, when necessary, to deliver effective evaluation 

and continuous learning.  

• Promote and adhere to the organisation's equality, diversity 

and inclusion approach.   

• This job description is non exhaustive, and we reserve the right 

to amend and review as appropriate. 

 

Additional Information 

 

Occasional travel to London and other places (including overnight 

stays) is required for APPG meetings, team away-days, and other 

learning/engagement events.  

 

 

Values 

Our Values 

 

• Kindness - Be generous, caring and compassionate  

 

• Courage - Be bold, trust, commit 
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• Respect - Everyone deserves dignity 

 

 

 

 

Person Specification 

Qualifications Essential or Desirable 

Relevant degree or professional qualification.   D  

 

Skills Essential or Desirable 

Proficient in Microsoft Programmes. E  

Excellent written and verbal communication 

skills, with the ability to convey complex 

messages in a simple manner, and 

present/advocate to senior 

colleagues/stakeholders. 

E 

Dealing with a complex and busy 

environment with multiple competing 

deadlines. 

E  

Developing and maintaining a wide range of 

relationships with colleagues across multiple 

directorates, functions and organisations.  

E  

Ability to find, read and interpret complex 

policy and political sources, both narrative 

and data driven. 

E 

An understanding of the systems that support 

people with drug and alcohol support, mental 

health and related needs. 

E 

An understanding of UK politics / 

parliamentary procedure. 

E 
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Experience Essential or Desirable 

Measuring and demonstrating impact of a 

range of projects and approaches.  

E  

Representing team in working groups / 

meetings with range of internal and external 

stakeholders. 

  

E  

Experience of working with research or 

communications colleagues as part of wider 

campaigns. 

D 

Experience of organising APPGs / 

parliamentary meetings and events. 

D 

Experience of stakeholder management, 

including work with senior stakeholders and/or 

complex partnerships. 

E 

 


