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Job Related Information  
 
 
 

This document includes information about the role for which you are applying and the information 
you will need to provide with the application. It also includes details of the application and 
selection process.      
 
 

1. Role details 
 

Job title: Head of Policy & Public Affairs 

Reports to: Director of Engagement 

Salary: £33,797 - £40,322  

Terms and conditions:                         OU Students Association Senior Staff  

Grade: Grade 7 

Duration of post: Permanent  

Working hours: Full time, 37 hours a week 

Location: Working from home until at least October 2021. 
Usually, the OU Students Association Office, 
Open University campus, Walton Hall, Milton 
Keynes 

Closing date: Monday 4 October 
 
Type of application form accepted: OU Students Association Application Form (no CVs 

or OU forms) 
 
Number of referees required: 2 

Recruitment contact: Dan Moloney, Director of Engagement 

Interview date:  14-15th October 2021 
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2. The Open University Students Association  

The Open University Students Association was established by the Open University’s 
Royal Charter. Our current membership is around 170,000 students spread across the 
UK, continental Europe and beyond. The overwhelming majority of our students’ study 
part time and at a distance. Our student body is among the most diverse in the UK Higher 
Education sector, with for example the largest single community of disabled students in 
Europe. We are a Student Union under the definition of the Education Act 1994 and a 
charity registered with the Charity Commission and the Office of the Scottish Charity 
Regulator (Company number 12031028. Charity number 1183837/SC049546). 

The Association is an organisation of students, run by students, operating through a 
democratic structure.  It is headed by our elected student President. Elections for all 
student positions are held every two years, with by-elections twice a year to fill any 
vacancies.  

As a registered charity, ultimate authority and responsibility for all of the Association’s 
activities is vested in the Board of Trustees, which currently comprises nine elected 
student positions and a further three external trustees. Our Central Executive Committee 
sets our student-facing policy and acts as the representative voice of students within the 
University and in the external world. 

The OU Students Association also administers a separate grant-giving charity, the Open 
University Students Educational Trust (OUSET), which supports students in financial 
hardship. 

Our strategy to 2022/23 is available on our website oustudents.com. Our mission is ‘to 
make a positive difference for all OU students’ and our four shared values are Integrity; 
Equality and Inclusivity; Openness; and Collaboration. 

Our three strategic aims are as follows: 

✓ Inform and Support 
✓ Engage and Involve 
✓ Influence and Transform 

 

3. The OU Students Association Office 

All staff are currently working from home until at least October 2021. In normal 
circumstances, we are based on the University’s campus in Milton Keynes. Our staff 
team works closely with our elected student representatives and is responsible for 
delivering the wide range of services, activities and functions undertaken by the 
Association. Currently we have nine specialised teams and a short (but far from 
comprehensive overview) is provided below:  

The Student Community team undertake projects to engage students in their Association 
and University community which includes supporting student societies and groups and 
the planning and delivery of online events such as Freshers. 

The Digital Communications team manage our website, branding, social media platforms, 
radio and magazine in addition to improving the Association’s ability to adopt and utilise 
new technology and digital tools.  

The Student Volunteering and Representation team is dedicated to supporting current 
student volunteers and creating new opportunities to volunteer and get involved with the 
Students Association. They also focus on our work in the areas of education policy, 
including the recruitment and support of our team of Central Representatives and our 
democratic elections process. 

The Strategy and Research team leads on the development and implementation of the 
Association’s strategy, leading strategic projects, supporting business planning and   
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co-ordinating the Association’s input into University-wide change initiatives as well as 
facilitating the Association’s research projects.  

The Student Support team works to ensure that all OU students get access to the 
appropriate support services and that there is a level playing field available to all students 
regardless of the different challenges they face. They also manage services designed to 
support student welfare including Nightline and Peer Support. 

The Finance and Resources team handles all elements of financial processing and 
monitoring, supports annual budget setting and subvention negotiations with the 
University and oversees purchasing and general maintenance and administration of the 
office. 

The Executive Support and Staff Welfare team oversees and coordinates on all matters 
of general HR administration and policy including maintaining and developing a positive 
organisational culture for staff. The team also leads on the facilitation of the Association’s 
Board of Trustees and Central Executive Committee meetings as well as offering 
executive support to the Chief Executive and Association’s student President. 
 
The Operations team provides the first point of contact for students and manages our 
separate grant-giving educational trust (the OU Students Educational Trust, OUSET) 
which supports students in financial hardship and our OU Students Shop (web store) and 
our marketing presence at events such as degree ceremonies. They also manage our 
suite of online forums. 
 
Our Policy and Public Affairs Manager engages with the external environment in order to 
influence government policy in support of OU students and ensure that student issues 
are being addressed by policymakers, as well as working to develop our external profile 
and relationships with like-minded organisations. 
 

Our Student Advisor leads a new service which provides ‘individual representation’ to our 
student members for the very first time. 

 
The Chief Executive, Director of Membership Services and Director of Engagement and 
the managers of each team, meet monthly as a Management Team to discuss issues, 
ideas and developments. Our management culture is to support, empower and enable 
our staff and to encourage collaboration across teams and with our colleagues in the 
Open University. We are a busy, multi-functional, friendly and dynamic team juggling a 
huge variety of responsibilities and activities supporting elected student leaders who are 
geographically dispersed from us and from each other. 

Support during the current Covid-19 pandemic: 

Our staff team have been working from home since March 2020 and will continue to do 
so until at least October 2021. We keep connected using our team Slack communication 
channels and a weekly Team Huddle via Microsoft Teams. We also support each other 
through a number of social events and other activities, and this includes a different 
member of the team volunteering to lead a session as part of our Team Huddle each 
week. This might be around a personal interest or experience that they want to share with 
the group, or it might be leading a chat around a particular topic. It is a safe space and 
we’ve had a variety of sessions and topics so far with no shortage of volunteers! In the 
immediate aftermath of first moving to work from home in March 2020, we supported staff 
with laptops and equipment to ensure that they are working safely with all appropriate 
support and connection to our systems and to each other. 

We have a staff Contingency Group which is meeting regularly to discuss the evolving 
situation around us and our recovery planning and future working arrangements. At every 
point, we have consulted and worked together with our staff to hear views and work 
through solutions together and we don’t make decisions about the future without 
considering all possibilities and views. We also have a team mental health charter which 
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was developed by team members and a group of Mental Health champions who continue 
to support team members and team cohesion during this time. 

Our team culture is strong, resilient, supportive, friendly and positive. 

4. The Post 

Purpose of the Head of Policy & Public Affairs role: 
 

This is an exciting opportunity to play a leading role in driving forward our delivery on the 
strategic aim to ‘Influence and Transform’. Here we are looking to empower students to 
take a leading role in influencing the decisions that impact their study journey and their 
student experience. We want to achieve positive policy change that provides support for 
our predominantly part-time and distance-learning students who are combining their 
studies with work, caring and life commitments. We believe that lifelong learning is vital to 
the future economy and to addressing skills gaps. We are also saddened by the 
reduction in part-time student numbers since 2012 and determined to see policy change 
to better support our students with the full variety of challenges that face them. 
 
This role will be predominantly focused on engaging with and influencing the policy 
agendas in Westminster and in the devolved parliaments in Wales, Scotland and 
Northern Ireland. In addition, this role will also support us to examine ways in which we 
can support OU students studying in continental Europe.  
 
Alongside standard public affairs and policy work and further to the full role description 
set out below, we have a number of specific initiatives we are looking to take forward 
under this aim, which includes such potential projects as: 

• Working on international recognition of OU degrees 

• Lead on the delivery of Association’s external stakeholder engagement plan 

• Examining and trialling the mobilisation of OU students to support our work in the 
policy space 

• Developing and implementing mechanisms for high quality and effective 
campaigns and other tactical interventions where appropriate, with an 
understanding and a focus on the ‘right tool for the job’ 

• Supporting student leaders to be better informed in relation to policy and public 
affairs issues 

 
This work will be conducted and taken forward in partnership and consultation with 
various areas of the Open University, most notably the Government and External Affairs 
team (GEA), and nations offices who are key partners and who will provide an array of 
support, expertise and local insight. 
 
We are a student-led organisation and the post-holder will be expected to work well with 
our elected representatives and Trustees to ensure that the student voice permeates 
projects and priorities. 
 
The role is ideally suited to someone with collaboration and partnership working as a core 
part of their values and approach to work; someone with bags of energy, enthusiasm and 
tenacity to see this work through; someone who can think creatively to reaise the profile 
of our work; and someone who has a keen interest and positive attitude about our work 
and about the wider political and policy environment in which we operate allied with a 
sense of the risks and opportunities to mitigate those risks in order to protect the 
Association’s political impartiality and safeguard our reputation and resources. Our work 
will be about policy rather than politics. 
 
In return we offer the opportunity to join a busy, multifunctional and vibrant team of 
committed, friendly and supportive colleagues with a real agenda for change for the 
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future. You will be supported and encouraged to make the role your own and make a real 
impact. 
 
Main Responsibilities: 

Networking and partnership working 

• To work alongside the Association’s President and Director of Engagement to 
build strong links and an active partnership with the Open University’s 
Government and External Affairs team (GEA) and nations offices, through regular 
open dialogue and the sharing of ongoing work and priorities. To encourage open 
and honest exchanges of information and positions on policy matters and operate 
a ‘no surprises’ approach to all liaison. 

• To prepare and accompany the President, Director of Engagement and/or other 
Association elected representatives and senior staff to attend meetings and 
events. To deputise where relevant and appropriate. 

• To lead on the implementation of the Association’s external stakeholder 
engagement plan, including reviewing stakeholder maps, co-ordinating relevant 
external links, setting objectives and monitoring performance, and reporting on 
progress, achievements, and impact. 

 

Monitoring 

• To build and continually enhance own expertise on all matters of policy 
developments affecting OU students, using information to drive and inform all 
work. This will include: 

o Maintaining a keen interest in political trends and legislation, staying up to 
date on developments across the charity sector context, student unions, 
the wider HE sector, good practice tactics and legalities via a range of 
sources and approaches. 

o Monitoring and communicating political and policy developments in 
general and on specific policy areas, seeking to capitalise on available 
opportunities whilst highlighting and mitigating any risks to the Students 
Association. 

o Following and digesting all relevant sources of information and views from 
partner organisations, OU data and policy, GEA briefings, external 
research and policy reports, submissions from other organisations to 
government consultations and calls for evidence. 

o Developing and continually refining own understanding of OU students, 
the Open University’s offer and strategic direction and Association policy 
goals. 

o Building a portfolio of relevant data, case studies and evidence to use to 
inform future projects and submissions. 

 

Information Provision 

• To research and write briefings for senior Association staff, elected 
representatives and Trustees. 

• To draft, via consultation and wider input, Association responses to policy 
consultations and calls for evidence etc. To engage with and work collaboratively 
with the Open University’s Government and External Affairs team and nations 
offices on such external responses. 

• To work with colleagues on responses to any media interest or wider 
opportunities to publicise and share the outcomes of such work. 

• To support the wider understanding of policy and public affairs matters and tactics 
across the Association staff team and student leaders. 
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Influencing 

• To champion and protect at all times the Association’s political impartiality and 
actively safeguard against the risks inherent in charity campaigning and lobbying.  

• To develop and enhance a distinctive, clear and impactful voice for the OU 
Students Association in policy matters, which respects and seeks to work in 
conjunction with, and not opposition to, the University’s own voice and goals as 
an overriding aim wherever possible. To support the development of Association 
policy through critical analysis, consultation and research. 

• To support the Association President and Area Representatives to build a profile 
and voice within the policy and public affairs space. 

• To develop, manage and evaluate specific, appropriate and evidence-based 
tactical interventions including events, projects, campaigns, and/or production of 
materials, to influence and achieve agreed policy change. 

• To develop, implement and improve mechanisms and methodologies for the 
consideration, planning, approval, resourcing, governance and evaluation of 
policy projects, materials and tactical interventions (including campaigns). 

 

Mobilisation 

• To explore mechanisms and approaches to organise and mobilise OU students to 
assist with the achievement of our policy aims where appropriate. 

• To support student leaders to coordinate the delivery of student campaigns, 
liaising with the DigiComms and Community teams to maximise impact. 

 

Nations perspective 

• To work with the Director of Engagement, President and other elected 
representatives to build on the Association’s work to raise the profile of part-time 
and distance-learning issues in the devolved parliaments of the UK. 

• Build relationships and work in partnership with the OU’s nations offices to 
develop an understanding of the unique policy issues facing OU students in each 
of the nations. 

• To develop and promote nations specific policy agendas for the Association, that 
will feed into campaigns and election activity, including OU Students Association 
manifestos. 

 

General 

• To maintain confidentiality and sensitivity as appropriate. 

• To seek to build a team ethos and contribute to a wider sense of unity and 
collaboration across the Association. 

• To plan, prioritise and manage own workload and provide oversight of that of any 
staff under direct supervision. To support team members to use their initiative to 
plan and manage their own work, assisting them to enhance their approach in 
achieving this and lead by example in meeting deadlines. 

• To prepare and deliver papers and presentations as relevant for the OU Students 
Association Central Executive Committee, Board of Trustees, internal or external 
meetings. To contribute to the preparation of papers by other managers as 
directed by line manager. 

• To contribute to the successful delivery of the Association’s Conference. 

• Play an active role in the staff management team including attending, participating 
in and occasionally leading management meetings; offering honest and 
constructive opinions and feedback on issues for debate; suggesting 
improvements; bringing forth ideas and concerns; seeking to work collaboratively 
with other managers; and preparing papers and presentations where relevant. 
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• To seek to solve problems or issues in a creative and logical fashion, raising them 
to line manager where a solution cannot be found, has wider implications or is 
contentious. 

• To support annual business planning, undertaking planning work for the team and 
contributing to the plan for the organisation. 

• To foster own professional development, including undertaking relevant training 
and implementing the learning as appropriate. To attend regular one-to-one 
meetings and participate fully. 

• To undertake occasional additional projects or duties as relevant to role as a 
member of the staff Management Team, by prior arrangement and by mutual 
agreement with line manager. 

• To maintain a safe and productive working environment throughout the 
Association, whether in the office or at events or meetings. 

To undertake any other duties as directed by line manager, commensurate with the grade 
of the post. 

5. The Person 

Note:   Applicants who have not clearly demonstrated in their application that they 
possess the essential experience and knowledge will not be short-listed. 
Desirable elements are those that it would be useful for the post holder to 
possess, and will be used to assist the short-listing process where we receive a 
high volume of good applications. In your personal statement, it is important that 
you draw on examples to provide evidence of how you meet the criteria. The 
skills, capabilities and qualities section will be factors that we will look to be 
displayed throughout the application process but candidates will not be expected 
to highlight these in the personal statement part of the application form.  

 
Essential Desirable 

Education, knowledge and training 

Educated to degree standard or with equivalent experience 
in a relevant policy or public affairs role. 

Knowledge of the 
charity sector, including 
the implications and 
risks of work to 
influence policy 
outcomes 

Knowledge of UK and devolved Parliaments and political 
affairs, with an understanding of how to influence them 

 

Experience and skills 

Professional experience in policy development, public 
affairs or advocacy 

Experience of working 
with volunteers and/or 
elected representatives 

Experience of representing an organisation’s views 
Experience of evidence-
based research and 
analysis 

Experience in community organising or volunteer 
mobilisation and evidence of planning and organising 
successful campaigns and events 

Experience of writing 
for, and presenting to, 
senior level audiences 

Evidence of negotiation and influencing skills 
Proven experience of 
contributing to 
integrated marcomms 
activity and strategies, 
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including digital 
communications 

Experience of developing public affairs and advocacy 
strategy 

 

Experience of delivering effective and relevant projects with 
tangible impact 

 

Experience of partnership working 
 

Experience of writing engaging, accurate and persuasive 
copy and ability to translate complex information into a 
digestable and accessible format suited to the audience 

 

Capabilities and qualities 

Excellent interpersonal and communication skills.  

Confident and assertive, balanced with a respect for others, 
diplomacy and tact. 

 

Enthusiasm for the work and strategic goals of the OU 
Students Association. 

 

Highly self-motivated with excellent organisational skills, 
attention to detail and a can-do positive attitude. 

 

Flexibility, adaptability, calmness under pressure and 
resilience. 

 

Relishes the challenge of working in a busy, diverse and 
multi-functional team environment. 

 

Keen interest in political developments and policy change. 
 

Self-aware, with a mature and professional outlook and a 
high degree of integrity. 

 

A team player, with collaboration as a key personal value in 
approach to work. 

 

Ability to work co-operatively across boundaries, both within 
the Association and between organisations. 

 

Ability to work sensitively with people who may have strong 
and divergent opinions. 

 

Understanding and empathy with the challenges faced by 
OU students. 

 

Digitally adept, agile and enthusiastic. 
 

Additional requirements and special working conditions 

Some evening and weekend working is expected in order to 
complete the necessary duties of the post. Applicants 
should be willing and able to work outside office hours on 
an occasional basis, with prior notice and agreement. 

 

Commitment to equality and diversity.  

Commitment to own professional development.  
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6. General Information 

Terms and Conditions 
The terms and conditions which apply to this post are similar to those applying to Support 
Staff of the Open University. We have a staff handbook which details our terms and 
conditions. 

Hours of Work 

This appointment is for a permanent position. The working week is 37 hours with some 
flexibility on start and finish times around the needs of the role and the organisation in 
keeping with our flexible working policy. Some weekend/evening working is required as 
part of the role and is recompensed by appropriate payments and/or time off in lieu. 

Probation 

The appointment will be subject to a probationary period of six months prior to 
confirmation of permanent appointment. 

Salary 

The appointment will be made at a suitable point on the Grade 7 salary scale £33,797 - 
£40,322. It is usually our intention to appoint at the lowest point of the scale to enable 
progression, but we will consider the circumstances and current salary of the successful 
candidate when making an offer.  
 
The OU Students Association Trustees are unable to offer any re-location expenses for 
this role. 

Holiday 

The Association annual leave period runs from 1 August to 31 July. The full annual 
entitlement is 30 working days in addition to public holidays and days on which the Open 
University campus is closed.  
  
Development Opportunities 
The OU Students Association is committed to developing its staff and provides 
appropriate training and networking opportunities.  
 
Permanent staff who have completed their probationary period are currently also able to 
study OU modules for free through the University’s staff fee waiver scheme.  
 
Staff Structure  
Our current staff structure is shown at the rear of this pack.  
 

7. How to Obtain More Information about the Role or Application Process 

The details provided here are intended to be an overview of the role and our 
organisation. However, there is also a considerable amount of information about the 
OU Students Association on our website: www.oustudents.com.  
 
If you have a specific appropriate question that is not covered here and you wish  
to ask it before making an application then please contact Dan Moloney, Director of 
Engagement at oustudents-jobs@open.ac.uk   
 

  

PLEASE NOTE: THIS IS AN APPOINTMENT TO THE OU STUDENTS 
ASSOCIATION AND NOT THE OPEN UNIVERSITY.

mailto:oustudents-jobs@open.ac.uk


Organisation Chart 
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