NATIONAL TENANT VOICE: POLICY OFFICER JOB DESCRIPTION
Key responsibilities
All National Tenant Voice (NTV) staff will be required to work flexibly on all areas of the NTV to ensure it delivers it aims and objectives. The policy officer’s key responsibilities will be to: 
· promote the aims and objectives of the NTV and tenant empowerment
· maintain an up to date knowledge and understanding of housing policy and other policies that may affect the lives of social housing tenants

· maintain an up to date knowledge and understanding of relevant research, particularly research into tenants' experiences

· provide advice and briefings to the NTV Board, the NTC and other groups and individuals within the NTV structure on policy and research

· develop methods for enabling as many tenants and tenants' groups as possible to respond to policy initiatives, including formal consultations

· organise and develop policy groups and forums, both 'real' and 'virtual', within the NTV, involving members of the NTC

· write plain-English summaries of policies and policy issues for distribution to tenants and tenants' groups

· assist in the organisation of policy discussions, and provide policy advice to these discussions. This will include NTC meetings, regional and national policy forums, road-shows, on-line policy forums and tenant conferences. 

· use information from the NTC and from the various policy forums to advise the Board on taking forward policy issues proposed by tenants 

· advise the Board on possible research projects to be commissioned by the NTV

· lead on commissioning research as agreed by the NTV Board

· Work with other tenant organisations policy officers on tenant related issues, ensuring best use of information and resource and the widest base for research.   

