
 Application Pack 

   

Policy and Networks Officer 

About London Higher 
 

London Higher represents 50+ publicly funded universities and higher education institutions in London, 
including several universities with centres in London. As the largest representative body of its kind in England, 
London Higher represents the full diversity of the capital’s higher vibrant education sector, from small, 
specialist conservatoires and research institutes to large, multi-faculty universities.  
 
The organisation has three divisions, each with its own stream of research and advocacy activities, including 
a range of communications activities such as campaigns. Our outputs are diverse and include research 
reports, promotional material, meetings and workshops, parliamentary lobbying, media management and 
receptions. We also run a wide range of advisory groups and networks. 
 
For more information, visit http://www.londonhigher.ac.uk  
 

Working at London Higher 
 

Salary  
The role will be remunerated at £30-£34,000 p/a 
 
Contract  
Permanent Contract 
 
Probation  
The appointment will be subject to a probationary period of three months. 
  
Hours of Work  

The post-holder will be required to work 35 hours per week, excluding lunch breaks. London Higher 
encourages flexible working and the days in which the hours are worked are negotiable. We are willing to 
discuss less than full time working. 

 
Annual Leave  
Annual leave is 25 working days for full-time staff members. London Higher also closes for a period at 
Christmas and Easter, at which times staff benefit from a total of five ‘privilege days’ in addition to statutory 
Bank Holidays. The leave year runs from 1 August-31 July 
 
Pension  
You will be given the option to join Universities Superannuation Scheme (www.uss.co.uk). If you do not wish 
to join the Scheme you must make a formal declaration stating you wish to opt out.  
 
Our other benefits include: 

▪ A flexible and homeworking policy 
▪ A childcare voucher scheme 
▪ Free eye tests 
▪ A central London location 
▪ A training and development budget for each division 
▪ A friendly and informal atmosphere  

 

 

http://www.londonhigher.ac.uk/
http://www.uss.co.uk/
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How to Apply 
 

Please ensure you follow the guidance below when completing and submitting your application:  
 

▪ Complete the London Higher application form in full; 
▪ In the statement section, you should address each point on the Job Specification, providing 

information, examples and evidence to illustrate how you meet the criteria for the post; 
▪ Completed application forms and Equality and Diversity Monitoring forms should be submitted to: 

Jobs@londonhigher.ac.uk by Monday 6 January. We will not be able to consider any application 
received after this deadline; 

▪ Please note completion of the equality and diversity monitoring form is not compulsory; 
▪ If you have any questions about the post or wish to discuss the role informally please contact Gemma 

Adlington, Head of Operations- gemma.adlington@londonhigher.ac.uk  
 

Shortlisting will take place on 8 January and successful short-listed candidates will be notified on or around 
10 January if they have been selected for interview. Interviews are scheduled to be held between 13 and 17 
January 
 
If you do not hear from us within one week of the closing date, we regret that on this occasion your 
application has not been successful.  
 

 
Equal Opportunities Policy Statement  
 

London Higher is committed to promoting equality of opportunity for all employees and applicants.  It is 
London Higher’s policy that employment and progression within it will be determined solely by personal 
merit, the application criteria which are related to the effective performance of the job and the needs of the 
business.   No applicant or employee will be treated less favourably than any other on the grounds of gender, 
marital status, race, colour, membership or non-membership of trade unions, disability, spent convictions or 
age. 
 
In addition as certain groups are currently under-represented in our workforce, and as part of our approach 
towards encouraging diversity in our organisation, applications from BME or disabled candidates would be 
very welcome. 
 
London Higher aims to ensure that there is no unfair discrimination in the way we recruit. To help us monitor 
our recruitment process we need to gather information about the age, disability, gender and ethnic origin of 
our applicants. However participation in equality and diversity monitoring is not compulsory and will have 
no bearing on the consideration of your application. Please be assured that this information is acknowledged 
to be potentially sensitive and is regarded as personal and confidential.  If you do not wish to participate in 
monitoring, please choose the Prefer Not to Say option or do not complete for the form. 
  

mailto:Jobs@londonhigher.ac.uk
mailto:gemma.adlington@londonhigher.ac.uk
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Job Description and Person Specification 
 

Job Title: Policy and Networks Officer 

Job Summary 

The Policy and Networks Officer will work within the London Higher Policy and Networks 

Team. Working closely with the Head and Policy and the Senior Policy and Project 

Officer, the post-holder will support the London Higher membership through providing 

briefings and insights to members. 

The Policy and Networks Officer will support the running of the London Higher 

networks, representing staff from across the breadth of university functions, including 

strategic planning, research, teaching and sustainability. They will help set agendas and 

support the project work that arises through the network meeting, such as drafting a 

report, undertaking research or leading an initiative. 

The post-holder will have the ability to manage a busy workload and meet deadlines in 

fast-changing policy environment. They will build effective working relationships with 

colleagues from across the London Higher membership.  

The successful post-holder will be expected to spend time each week in London, in the 

office and visiting key stakeholders. 

 

 

Job Content Percentage breakdown of time spent on each duty or on a related group of duties % 

1. 
Providing policy insights and briefings: working closely with the Policy and Networks 
Team to provide accurate and timely briefing to members that reflect the latest policy 
changes, policy proposals or significant developments in the sector. Through their own 
research, as well as member engagement, the post-holder will highlight the key issues and 
potential impacts on the sector in writing that is concise and clear. Additionally, there will 
be opportunities to provide verbal updates to members. 

30 

2. 
Network support: provide support and direction to London Higher’s networks. This involves 
but is not limited to: diary management; organising meetings; creation of agendas and 
papers; minute taking; following up action items; and generating outputs in line with the 
networks’ aims. London Higher networks are held both online and in-person so knowledge 
of MS Teams would be an advantage. 

30 

3. 
Project work: work on projects derived from the needs of the networks. This will include 
working with the Policy Team to set the direction and scope of the projects, operationalising 
and managing the projects, and liaising with stakeholders. An example of project work could 
be an in-depth report on a particular issue such as international student impact or 
challenges that students faced students studying in London. 

30 

4. 
Membership engagement: create and maintain good working relationships with Network 
Chairs and members. The post-holder will work closely with the network chairs to 
understand their priorities and aims for the networks. 

10 

 OTHER: Any other duties as required by the line manager, or Chief Executive Officer, 
appropriate to the responsibilities set out above.  

 

 

 

 

 

 

 

 

JOB REQUIREMENTS/PERSON SPECIFICATION                                               (E) - Essential  / (D) - Desirable  
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PREVIOUS EXPERIENCE 

Experience of organising, supporting and administrating meetings. (E) 

Experience of working with diverse range of audiences. (E) 

Experience of working with committees, forums, volunteer management. (D) 

Experience of working with/in a higher education setting or environment. (D) 

TECHNICAL KNOWLEDGE AND SKILL 

Competent and confident user of Microsoft’s Office programmes. (E) 

Excellent written and oral communication skills, with the ability to tailor communications across a range 
of audiences ranging from senior colleagues in member HEIs through to the general public. (E) 

Ability to gather, analyze, interpret and present relevant data, evidence and information from a wide range 
of sources. (E) 

Knowledge or experience of working with stakeholders in national or regional government, London 

infrastructure bodies, higher education and research organisations. (D) 

PERSONAL QUALITIES 

The successful applicant will be: 

A keen eye for detail with ‘can do’ attitude and willingness to work across policy, research and 
communications. (E) 

Ability to build positive and constructive relationships with individuals across a range of skills and levels of 
seniority, both within and outside of the organisation. (E) 

Ability to manage a workload across multiple work strands and projects, prioritize, and deliver to deadlines 
that can be subject to change. (E) 

Eager to develop new skills and have an interest in Higher Education. (E) 

REPORTING LINES Reports To (Job Title) Head of Policy 

Responsible for (No of staff in 
each grade) 

N/A 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


