
 

                     Recruitment Pack for Policy and Communications Officer |Page 1 

 

 

Job Description: Policy and Communications Officer  

September 2018 

This role has three main parts 

1. Develop projects with Criminal Justice professionals and specialist organisations to build 

cross-sector skills, knowledge and understanding about the use of Restorative Justice with 

specific crimes, with the focus initially on hate crime.  

2. Implement regional and national campaigns to encourage the use of RJ for hate crime and 

other specific crimes, such as sexual and domestic violence, to decisively place Restorative 

Justice at the heart of victim services and criminal justice processes in partnership with 

specialist units and organisations 

3. Communicate about Why me?’s work through the website and media channels to reach 

audiences to support the organisation’s overall mission and objectives. 

This post is funded by the Barrow Cadbury Trust to 31st August 2020.  

Deadline for applications: 16th September 2018 9am 

Interviews: 20th September 2018 and possible second round interviews on morning of 24th 

September 2018 

 

Why me? welcomes applications from people from all backgrounds. Our staff team are committed 

to working accessibly with, LGBTQ+ people, those with disabilities and chronic health conditions, 

people from BAME communities, young and older people, amongst others. We have a good record 

in supporting employment of those with disabilities and long-term health conditions. Our office is 

fully accessible. We encourage people not precisely matching the person specification to apply 

anyway. We recognize that unique talent, or those whose journey is possibly longer and less 

traditional may well be able to fit the role. 

 

To apply, please send a CV and one page cover letter to info@why-me.org. The cover letter should 

explain the ways in which you meet the person specification.  

 

If you wish to know more or to discuss the role, please contact Lucy Jaffe by email lucy.jaffe@why-

me.org.  

JOB DESCRIPTION  

1. WORKING HOURS & HOLIDAY  
This post is 21 hours a week with hours and days to be arranged. The post holder may very 

occasionally be required to work at times at weekends and evenings, and will be required to travel 

across England and Wales. The salary is £30,000 pro-rata. The post holder needs to be within easy 

reach of the Why me? office. (London) and will be expected to come into the Borough office as 

much as possible. Working arrangements can be discussed to suit both parties.  
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Holiday entitlement is 20 days per year pro-rata, plus the period between Christmas and New Year 

when the office is closed. Terms and conditions on request. 

2. JOB SUMMARY 

• To develop Restorative Justice policy for use with hate crime, sexual violence, domestic 
violence and other specific crimes 

• To work with specialist organisations and individuals to produce policy and practice which 
improves the quality and accessibility of RJ for victims of these crimes 

• To promote Why me? policies and services to national and regional decision-makers and 
Criminal Justice agencies as appropriate 

• To contribute to RJ practice and policy development nationally, regionally and internally  

• To communicate through the website, media channels, publications and events, about the 
organisation’s work 

• To establish and maintain administrative systems to support the work 

• To cooperate and communicate with Why me? staff, volunteers, ambassadors and trustees  

• To report on progress as required 

• To assist with other Why me? duties as and when required 
 
3. RESPONSIBILITIES 
 
1. Run national campaigns to develop the use of RJ for certain crime types, specifically Hate Crime, 

Sexual Offences and Domestic Violence.  

1.1 Run events with specialist organisations, with anti-discrimination groups and possibly in the 

Violence Against Women and Girls sector and to explore RJ/ and their specialist area of 

knowledge and develop understanding, awareness and practice; and organise and promote 

national workshops to spread and share the knowledge. 

1.2 Produce policy and guidance for criminal justice professionals working with victims of those 

specific crime types and for specialist organisations working with victims 

1.3 Work with victim ambassadors to progress this work 

1.4 Research, analyse and communicate about existing and emerging research in this areas 

 

2. Form partnerships with specialist and regional organisations to run projects and apply for 

further funding 

2.1 Build relationships with specialist networks, organisations and individuals for each crime type in 

order to achieve project aim. 

2.2 Identify potential future joint projects and collaborate with relevant member of Why me? staff 

to produce project plans 

2.3 Keep abreast of policy developments and be aware of best practice in each specialist area 

 

3. Communicate and disseminate policy and consult widely 

3.1 Plan and deliver the external communications through the website, social media, events and 

other channels. 

3.2 Work in partnership with external agencies to develop strategic communications plan. 

3.3 Work closely with colleagues to develop content and identify key audiences 

3.4 Maintain and develop Customer Relationship Management database (Lamplight) and email 

manager (Mailchimp) 

3.5 Promote to audiences outside RJ sector, engage senior leadership through meetings, online 

writing, attendance and presentation at external events. 
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4.Support the Director to contribute to the development of national policy and practice, through 

some or all of the following: 

4.1 Write policy papers, comment on Government policy and participate in consultative exercises, 

build relationships with key stakeholders and decision-makers 

4.2 Monitor and evaluate national policy and collaborate with other organisations, such as the 

Restorative Justice Council, Remedi, Restorative Solutions, Victim Commissioners (national and 

regional), Victim Support and the Criminal Justice Alliance to influence policy. 

4.3 Facilitate an RJ observation where possible, liaising with the RJ Service team 

4.4 Keep abreast of RJ research in order to refer to it when relevant 

 

5.Administration 

5.1 Develop and maintain project information on central database 

5.2 Keep records of correspondence in easily accessible form 

 

 

Person Specification 

Strong communication and English language skills (oral and written) 

Strong organisational skills, including project management and time 
management 

Experience of communications using website and social media 

Ability to write policy papers, briefings or practical guidance 

Experience in working with people from all walks of life, including those of ‘high 
status’, obtaining access to them and achieving change. 

Some understanding of the criminal justice system in England and Wales or 
restorative justice or services for victim/survivors 

Experience of maintaining a database, website and structured filing system 

Ability to work on your own and in a team 

Able to work in the London office on a regular basis, and to work very 
occasional weekends and evenings, and travel within England and Wales, as the 
work requires 

 

 

 


