	
	
	



[image: A yellow circle with two stick figures holding a sign

AI-generated content may be incorrect.]   
 
The Alliance for Inclusive Education (ALLFIE) 
Job Description and Person Specification 

Policy and Parliamentary Coordinator
Report to:		Policy and Research Lead
Salary: 		£ 21,247.20 per year pro rata (£35,412 per year FTE)
Hours: 		21 hours per week 
Contract: 		Part-time 3 years fixed term contract  
Annual Leave: 	25 days per year (pro rata plus bank holidays)   
Location:		Hybrid 

Background 
The Alliance for Inclusive Education (ALLFIE) has led the lobby for change in inclusive education for over 30 years, as the only national Disabled people’s campaigning organisation working on this issue. 
ALLFIE’s vision is to create an inclusive society, by ensuring inclusive education within mainstream settings for ALL Disabled people. We campaign for ‘a world where inclusive education is a right not a struggle’, and for Disabled pupils and students to be fully included in mainstream education, training and apprenticeships, with all necessary support. We also create the resources that people and organisations need to advocate for inclusive education, training and apprenticeships and to develop good inclusive practice.
Purpose of the Job 
The Policy and Parliamentary Coordinator role sits within the Policy and Research aspect of ALLFIE’S strategy. You will coordinate ALLFIE’s policy and parliamentary work on Inclusive Education to help create trust and collectively build the movement for Inclusive Education. This will involve working with the government, Disabled People’s Organisations (DPOs), ALLFIE’s members and other social justice movements. This role will also involve implementing a national youth parliamentary group to influence decision and policymakers. You will work to ensure that Disabled people, including young people, are supported to represent ALLFIE’s values and their peers’ experiences in education. 

 KEY RESPONSIBILITIES
1. Role Responsibilities
· Work on all aspects of policy and research on Inclusive Education to inform ALLFIE’s campaign work across all the organisation’s workstreams.
· Monitor parliamentary, government, and policy developments relevant to Inclusive Education.
· Attend parliamentary and local government policy discussions and legislation meetings, providing summaries and briefs to internal and external stakeholders.
· Build and maintain relationships with MPs, councillors, think tanks, DPOs, campaign groups, research institutions, and policy committees.
· Coordinate attendance of parliamentary events, such as All-Party Parliamentary Groups (APPGs) to leverage political influence.
· Work with Capacity Building workstream to collaborate attending Political party conferences and union meetings.
· Work with the Capacity Building team to recruit Young Disabled people for ALLFIE’s Youth Parliamentary group and support their involvement in ALLFIE’s policy work.

2. Administration and monitoring
· Ensure project files are maintained within an agreed system.
· Maintain effective systems ensuring consistency with ALLFIE’s operational requirements and policies.
· Provide project reports and updates to Policy and Research Lead.
· Work with Policy and Research Lead to review and submit monitoring reports to grant funders and relevant stakeholders.
· Follow the organisation’s financial procedures.

3. General responsibilities
· Ensure that the organisation’s policies and procedures are adhered to, including ALLFIE’s Equality of Opportunity and safeguarding policy.   
· Work within the spirit of ALLFIE’s approaches to the social model of disability, intersectionality, lived experience, UNCRPD (on inclusive education), and ALLFIE’s principles. 
· Carry out tasks to agreed work plans.   
· Provide updates to Policy and Research Lead, as required.   
· Contribute at team meetings, to ALLFIE’s newsletter and website content.   
· Attend meetings and trainings, including internal and external meetings, Away Days, Supervision, Appraisals and AGMs.  




PERSON SPECIFICATION 
ESSENTIAL CRITERIA
Knowledge, Experience and Skills
The successful candidate will have a positive approach to working within a small Disabled People’s Organisation. You will demonstrate knowledge, experience and skills in the following areas:
· Lived experience of being a Disabled person.
· A strong personal commitment and a genuine respect to work within the spirit of the social model of disability, intersectionality and ALLFIE’s principles.
· Experience of working in research and policy.
· Experience of building and sustaining relationships with diverse groups, including policy makers and grassroot movements.
· Ability to facilitate, both online and in-person, as well as in delivering presentations and speaking at meetings and events.
· Ability to work in a team, collaborate and solve problems together. 
· Ability to be organised and work to deadlines.
· Competent in using Microsoft Office, Zoom and Teams.
· Readiness to travel in and outside London and work occasional evenings/ weekends.
Aptitudes / Personal qualities
· Understand and demonstrate a commitment to promote social justice, equity and inclusion.   
· A ‘people person’ who can demonstrate strong interpersonal skills.
· Attention to detail and excellent organisational skills.
· Has a practical understanding of intersectional barriers that Disabled people face, and strategies for dismantling them.
· Curious and always wanting to learn, with a commitment to personal and professional training and development.
Other requirements
· Willing to undergo a Disclosure and Barring Service (DBS) check.
· Responsible for own learning, ability to share good practice and experience with and learn from others.
DESIRABLE CRITERIA
· Knowledge of the Disabled People's Movement.
· Understanding of the policy landscape around Inclusive Education and disability rights.
· Knowledge of inclusive practice and accessibility requirements in activism and organisational contexts.
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