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Job Description
Job Title: Policy and Public Affairs Officer (maternity leave)
Reports to: CEO, Caritas Social Action Network

Caritas Social Action Network (CSAN) is the official domestic social action agency of the Catholic Bishops' Conference of England and Wales, and a member of Caritas Internationalis. CSAN is a network of 50 organisations with an ambitious social mission – to challenge and change society for the better, through its work with a wide and diverse range of vulnerable and excluded people. Founded in the precepts of Catholic Social Teaching, the Network is supported and coordinated by a small team with an office in central London, but working mostly from home.
Purpose of the post:

To promote the development of people and communities in various forms of poverty, by offering a coherent Catholic voice in the public arena through effective communication, campaigns, advocacy and a deeper understanding of public policy.
Key Responsibilities

1. To scan the social policy environment to capture developments in legislation, consultation papers and Bills relevant to the Caritas network for the purpose of comprehensive tracking and briefing.
2. To deliver an effective programme of Catholic advocacy and political campaigns that contributes to the common good, with particular attention to the priorities of the dignity of workers, child poverty, social care and end of life; supporting and connecting well with the team’s other activities, and where possible with the CSAN membership’s priorities, 
3. To draft campaign and advocacy materials for the range of media channels used by CSAN and support the CEO in engaging with the press and approaches from campaigning organisations including contributing to CSAN’s social media networks.
4. To provide admin support and contribute to CSAN’s Alliances as required, especially the Advocacy Alliance and the Criminal Justice Alliance with information and education on policy and legislation.
5. To ensure that our advocacy is consistent with the Bishops’ understanding of the Church’s role in society and supports the priorities of the Bishops’ Conference, especially the Department for Social Justice.
6. To act as a conduit of information and communication between the Bishops’ Conference and the CSAN members, under the guidance of the CEO, assisting CBCEW where possible in gathering information and the lived experience of poverty.
7. To develop and contribute to practice materials for the network, especially in the areas of campaigning, advocacy, social policy and formation for mission.
8. To oversee monitoring of the Catholic press and relevant wider networks for relevant articles, developments and campaigns.
9. To support the general work of CSAN as required by the CEO, including leading in the development and organisation of the charity in specific areas subject to skills and experience.

Terms and conditions

This post is offered at £30,000 per annum and is full-time (35 hours/week) to cover the duration of a maternity leave, with effect from 1 July 2026 (or before if possible). The work pattern will be flexible, with more working from home than office work (which is expected to be once a week, but is often less) and occasional travel throughout England and Wales. The CSAN office is in Romero House in Lambeth, London SE1 7JB. A laptop and mobile phone for work purposes will be provided.


Person Specification
Skills and Experience: Essential

Generic
· [bookmark: _Hlk505335431]Qualifications or experience equivalent to at least undergraduate university degree level.
· Commitment to the Caritas Social Action Network’s mission, vision and values.
· Enthusiasm for the ethos of the Catholic Church and for Catholic Social Teaching and a desire to learn more.
· Reliable, well organised, willing and able to travel including occasional evening and weekend meetings for which time in lieu will be given.
· Resilient and flexible: able to set pace on tasks; maintain personal stamina; identify and manage risks to delivery.
· Ability and enthusiasm for working as part of a small team on a variety of projects. 
· Ability to manage workload on own initiative often working from home, with multiple and simultaneous priorities.
· Ability to manage projects, including defining an outcome, planning and working within resources to reach goals on time and analyse basic statistics.
· Maintain team records of work undertaken and of significant contacts; apply principles of Data Protection, commercial confidentiality and appropriate information sharing.
· A collaborative working style within the team, particularly in new areas of work; participate in constructive reflection on what we do and how we do it; positively introduce proportionate, agreed change in practice; be clear and courageous on saying ‘no’, delegating and outsourcing non-core activities.
· Interpersonal – relate with empathy and humility to people from any background, by phone, email and in person, to identify their purpose and motivation; build productive working relationships that sustain good will and good use of the resources of stakeholders and team members.
· Able to effectively communicate complex information to a wide variety of audiences including preparing copy for the range of print and digital channels used by the team and presenting to individuals and groups concisely and effectively.
· Able to maximise own and the team’s effectiveness through efficient use of desktop software.
· Maintain professional knowledge and awareness of developments relevant to our charitable objects, and those affecting the organisation and its stakeholders.
· Service, and where appropriate take the initiative in or lead, task groups.

Role specific 
· A good understanding of politics and processes in England and Wales.
· Able to research detailed policy issues in a thorough and timely manner and translate into language accessible for members and a wider audience.
· Proficient in using a range of office technologies appropriate to the role.
· Experience of working in Catholic/Christian context.
Desirable
· Familiar with one or more of the following policy areas: poverty in England and Wales, especially child poverty, dignity of workers, social care and end of life.
· Experience of working in a public affairs role, parliament or a government department
· Experience of managing political events or campaigns.
· Creativity and entrepreneurship to proactively contribute to funding bids, pitches and appeals.
· Experience of working in a membership organisation.
· Experience of developing partnerships and collaboration within a Christian context.
· An understanding of and commitment to cross-cutting themes, especially environmental justice, and a preferential option for the poor.
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