
JOB DESCRIPTION

HEAD OF POLICY AND PUBLIC AFFAIRS


Reporting to:

Director of Communications & External Affairs

Business Unit:

Communications Department

Main purposes of the role:

· To develop and deliver a proactive, insight-led, rolling Advocacy programme and strategy, representing the Chartered IIA’s members’ needs and building strong and effective relationships with government officials, policymakers, regulators, journalists and other membership and industry bodies. 

· To manage and enhance our stakeholder relations approach, supporting engagement on key regulatory and governance-linked topics. 

· To ensure that the Chartered IIA is well-positioned in all relevant policy and media-related discussions, and that stakeholders view internal audit as a critical necessity in supporting boards to protect their organisations’ assets, reputation and sustainability, and thus their employees, shareholders and consumers.

· To increase the profile and understanding of internal audit and the internal audit profession with stakeholders and the public though securing national and trade media coverage. 

· To play a central role in issue and crisis management, providing intelligence, insight, and guidance to senior stakeholders, and ensuring consistent, high-quality messaging across all external engagement. 

· To support the development of briefings, speeches, and materials for senior leadership, helping to shape how the Chartered IIA is represented across a wide range of external platforms and interactions.

· To provide policy analysis to enable the Chartered IIA to offer effective, practical and convincing recommendations on governance, managing risk and the role of internal audit in a way that will shape strategy at the highest levels of business, government and regulators and influence the wider policy agenda.

· To manage a Senior Policy & Public Affairs Executive, working with them so that they deliver high quality policy research, briefings and advice on key current issues to support the Chartered IIA's advocacy aims and strategy.

· To support the Chief Executive and President in their roles as chief spokespersons for the Chartered IIA and the profession.

· To act as a spokesperson as agreed for the Chartered IIA and the profession on internal audit policy issues and risk areas/hot topics. 

· To monitor calls for evidence and consultations, and to contribute to and log the Chartered IIA’s responses.

· To develop contacts in the relevant policy communities.

· To act as a link to the policy team at the Institute of Internal Auditors (the global organisation that the Chartered IIA is affiliated with).


	Quantitative Dimensions of the role:

	

	Number of staff for whom the job holder is responsible
	1

	Number of staff reporting directly to job holder
	1

	Total budgetary responsibility of job holder
	£TBC

	Discretionary expenditure authority of job holder
	£TBC




	Principal Accountabilities
	How achieved
	How measured
	% time spent

	Planning & Strategy
	Working with the Director of Communications (DoC), supported by member and Council expectations and needs,, identifying and prioritising key policy issues and their related aims, asks and influencing targets as part of an Advocacy strategy. Devising and initiating a programme of policy development and evaluating the impact of these activities and carrying out appraisal exercises.
	Strategy developed and approved by Council.

Advocacy strategy output metrics for each year are met.
	10%

	Policy Development & Positioning
	Providing accurate, timely briefings and reports to the DoC and SLT that put forward well-evidenced recommendations on new policy positions to take, or on any policy interventions to make.
	Appraisal process and 1-2-1 feedback with Director of Communications.

Member feedback, eg via annual Member Survey.

	25%

	
	Positioning the Chartered IIA to all stakeholders as the expert authority in internal audit, governance and risk management by providing leadership in these areas, and drawing on evidence, best practice, leading experts and an understanding of the wider social, political and economic context.
	
	

	
	Assessing existing government and regulatory policies against available evidence, identifying any emerging issues at regional, national and international levels, and developing innovative ideas and approaches to policy development and thinking.
	
	

	
	Tracking and understanding the latest research, thought leadership, evaluations and best practice guidance nationally and internationally so as to provide recommendations for the improvement of governance, risk management and internal audit awareness, positioning and performance in the UK and to influence Government policy.
	
	

	Influencing Stakeholders
	Development and writing of policy briefing documents or position papers on key policy or industry-related issues, where IA can have a positive impact.
	Appraisal process and 1-2-1 feedback with Director of Communications.

Stakeholder feedback, eg via survey.

Member feedback, eg via annual Member Survey.

	25%

	
	Establishing and promoting relationships with senior Government officials and regulators, MPs, Ministers and Peers, and developing a clear engagement strategy for these individuals and groups. 
	
	

	
	Establishing and maintaining positive relationships and partnerships with other membership and professional bodies, helping to influence policy in the public, private and third sectors - to direct their efforts into widening the knowledge base on governance, risk management and the role of internal audit.
	
	

	
	Where possible, establishing and maintaining effective relationships with Audit Committee Chairs, non-executive directors, and executive management teams – helping them to understand better the critical need for IA for their organisations’ success.
	
	

	Media Relations
	Establishing and maintaining positive relationships with the media, positioning the Chartered IIA as a source of expertise in relation to governance, risk management and the role of internal audit. 
	Positive media coverage tracked and measured, with target of YoY increase in percentage of national coverage gained.
	15%

	
	Being responsible for the day-to-day running of the media relations/press office function and acting as the principal press contact for the Chartered IIA, including: drafting and pitching of press releases/news stories; horizon scanning for opportunities to issue relevant media comment; maintaining of third-party media and parliamentary databases; keeping in regular contact with key journalists, and quarterly reporting on media metrics.
	
	

	Communication
	Communicating and disseminating policy developments, achievements and key messaging within the Chartered IIA, to members and externally – acting as a champion for good governance, effective risk management and professional internal audit (inc. writing articles for external media, blogs and updates for members, and giving updates to staff in person).
	Appraisal process and 1-2-1 feedback with Director of Communications.

Member feedback, eg via annual Member Survey.

Internal feedback from staff.
	5%

	Programme Management
	Managing the Chartered IIA’s advocacy activities and ensuring the delivery of agreed plans, campaigns and programmes by working closely with other key teams, esp. Marketing and Membership. Overseeing the preparation of detailed annual budgets and forecasts, controlling income and expenditure and monitoring performance against budget.
	Policy projects delivered to time, specification & cost. Financial targets achieved.
	5%

	People Management, Leadership and Teamwork
	Leading and managing any direct reports, communicating agreed organisational objectives and priorities and agreeing team objectives.  
Undertaking recruitment when required and regular review and appraisal of team members to ensure acceptable performance standards are achieved and maintained.
	Director of Communications assessment of overall management and departmental performance via 1-2-1 discussions and appraisal process.
	10%

	International Liaison
	Working with the CEO to ensure the Chartered IIA plays a leadership role on policy within the international Chartered IIA community.
	Director of Communications assessment of overall departmental performance.
	2%

	Risk Management
	Identify and flag strategic risks to senior management in line with the Chartered IIA’s risk strategy.
	Subject to internal audit.

	1%

	Other Duties/Special Projects
	Undertaking special projects as directed by the Director of Communications.
	Director of Communications assessment of performance.
	2%





Environment and Challenges of the role:
The Chartered IIA is the only body focused exclusively on internal audit in the UK and Ireland and we are passionate about supporting, promoting and training the professionals who work in it. The Chartered IIA plays an active role in the public arena, building awareness of internal auditing within the wider corporate governance policy sphere, promoting members’ interests and challenging organisations to reach the highest standards of corporate governance. 

Our key mission is to promote the role and value of the internal audit profession and ensure that internal auditors are recognised as critical to the success of organisations and society. 

This role plays a vital part in having our voice heard by those in Parliament, as well as key regulators such as the PRA, FRC, and the Charity Commission. It is vital that not only is our voice respected by these bodies but that we are seen as an organisation they want to engage with. 

The postholder will need to be flexible, including with working hours. Some events and meetings take place early in the morning or late in the evening, and may require travel within the UK (and, very occasionally, outside the UK). The role also involves monitoring — and when necessary responding to — emerging media stories that may arise early in the morning, late in the evening, or, on rare occasions, over a weekend.

The postholder must be able to lead a hybrid team.  

Qualifications, experience, knowledge and skills

Essential:
· Substantial experience and knowledge of public policy development.
· Evidence of success in engaging with Parliamentarians, regulators and the press.
· Ability to think strategically and interpret and analyse complex information from a variety of disciplines. 
· Proven track record of effective leadership and line management skills. 
· Ability to understand and analyse complex numerical and written data and research findings, and to summarise and translate key policy messages in a non-technical way.
· Outstanding oral and written communication skills, able to communicate complex strategies, policies and recommendations in an engaging and accessible manner to a range of audiences in person and via a range of media.
· Skills at writing policy-style communications.
· The ability to explain ideas and concepts clearly and to understand their practical implications.
· Proven track record in building, establishing and maintaining positive relationships across a broad range of partners across the public and private sectors and working sensitively within complex political environments.
· Proven influencing skills with the ability to work across organisational boundaries and challenge and persuade senior stakeholders and advisors, especially within a political context.

Desirable:
· Educated to degree level (ideally Politics or Business-related).
· An appropriate qualification, eg in public policy, government affairs, PR & media etc., and/or evidence of some relevant training courses attended.
· Extensive knowledge and understanding of corporate governance, risk management and internal auditing, including new developments within the profession and legislative and regulatory developments and their impact on internal auditing.
· Expertise in translating research into practical policy recommendations and innovative media stories.
· Significant experience at a senior level with a government department or agency, professional body, trade association, think tank or similar, ideally in a substantive relevant policy area.
· Experience of using AI tools (ideally Copilot).

Key skills and personal qualities
· Excellent organisational skills and experience of leading and managing an effective team.
· Excellent communication and interpersonal skills
· Excellent presentation skills, ability to deliver to varying sizes of audience
· Good problem solving and negotiation skills
· Business planning, financial control and budgeting
· Able to manage and prioritise multiple projects delivering to time and quality standards
· Strong customer focus
· The ability to build and maintain effective partnerships and work collaboratively with a range of stakeholders.
· Ability to review processes and procedures to achieve continuous improvement.
· Ability to manage time and work with autonomy. 
· Excellent IT skills, including MS Office suite of products and third--party parliamentary and media tracking and targeting platforms and databases (eg Vuelio and PA News).
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