	Job Description

	
	

	Job Title:
	Policy Executive

	
	
	

	Department:
	

	
	
	

	Reporting to:
	Chief Executive

	
	
	

	Responsible for:
	

	
	

	Main Purpose of Job:
	

	To support the Chief Executive in ensuring the effective consultation, representation and communication of members’ views in relation to policy issues for both Northamptonshire Chamber and Milton Keynes Chamber.

	Main Duties:
	

	1. Assist the Chief Executive in developing and implementing the Representation and Lobbying Strategies for both Chambers.

2. Collate and review Member responses to consultations on policy issues from local and central government, BCC and other bodies for action by the Chief Executive.

3. Administer the Quarterly Economic Survey (QES) process and liaise with marketing to promote the results.

4. Assist in the development and implementation of consultation methodology through specialist panels, QES and on-line activity.
5. Produce a quarterly MP’s electronic newsletter.
6. Attend meetings where necessary and appropriate for either Chambers
7. Monitor policy development locally, regionally and nationally; bringing key issues to the attention of the Chief Executive.

8. Develop contacts with Members and stakeholders through networking and personal contact. 

9. Ensure all on-line information relevant to policy and representation is kept up to date at all times.

10. Liaise with marketing and PR on any policy related copy for both Chambers media.

	

	This job description is not exhaustive due to the changing environment of Northamptonshire Chamber.  The job holder may be required to carry out other duties considered to be within the scope of the job.
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