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Policy and Communications Officer Recruitment Pack 

Dear Applicant, 

Thank you very much for your interest in working for the Restorative Justice Council. This recruitment pack 

contains: 

• Background information

• Job Description and Person Specification

• Details of key terms and conditions

• Application Form (separate file)

• Equality Monitoring Form (separate file)

The closing date for applications is 5pm on Sunday 31 October 2021. Interviews will be held via Microsoft Teams 

on Thursday 11 November. If you cannot make this date, please do indicate this when sending in your 

application. 

Applications – marked ‘Private and Confidential’ - should be sent to james.simon@restorativejustice.org.uk. 

Please also return the Equality Monitoring Form. This will be separated from your application upon receipt. 

We shortlist candidates by matching details on your application form against the Person Specification, so 

please make sure your personal statement in the application form carefully addresses this. We’re looking for 

clear evidence of your experience, skills and knowledge and        we are interested in all relevant experience, 

including beyond paid employment, that might contribute to your ability to do the job. Please note, you if 

shortlisted for interview, you will be asked to present examples of your own written work such as a report, 

briefing, consultation response, letter to   a minister, blog or article. 

If you have a disability and would like us to make reasonable adjustments, should you be invited to interview, 

please advise us with your application. If         you would like to have an informal conversation with me about the 

role, please email me on james.simon@restorativejustice.org.uk to arrange a time. 

I look forward very much to receiving your application.  

Yours sincerely, 

Jim Simon 
Chief Executive Officer 
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Background Information 

The Restorative Justice Council (RJC) was founded in 1997, having previously been the Restorative 

Justice Consortium. We became a charity in 2001 with a purpose to promote restorative justice for 

the public benefit as a means of resolving conflict and promoting reconciliation. 

We achieve this by: 

A. promoting the use of restorative justice in the criminal justice system, in schools, in the 

workplace and elsewhere in the community in situations where conflict may arise 

B. developing and promoting agreed standards and principles for evaluating and guiding 

restorative practice 

C. advancing education and research on restorative justice and the publication of the useful 

results of that research 

The RJC is the independent third sector membership body for the field of restorative practice. Our 

membership is diverse and includes individuals and organisations from across the criminal justice, 

education, health, social care and commercial sectors.  You can view our current membership 

register online.  

We provide quality assurance and a national voice advocating the widespread use of all forms of 

restorative practice, including restorative justice. Our vision is of a society where high-quality 

restorative practice is available to all. 

Our primary role is to set and champion clear standards for restorative practice to ensure quality and 

support those in the field to build on their capacity and skills. At the same time, we raise public 

awareness and confidence in restorative processes. Our ultimate aim is to drive take-up and to 

enable safe, high quality restorative practice to develop and thrive. 

Our strategy for 2021-2024 includes four key objectives: 

• Expand our focus to increase knowledge of, and an evidence base for, restorative justice 

across all sectors 

• Create collaborative relationships with statutory agencies across sectors to promote and 

increase the application of restorative justice 

• Raise public awareness of restorative justice 

• Consult with our membership and draw on their expertise to expand our reach and ensure 

that our goals and strategies reflect their concerns 

Our priorities for 2021/22 

In this, the first year of delivering our strategy, we will focus on ‘being a stronger and more 

responsive organisation’ and ‘expanding our focus.’  

Being a stronger and more responsive organisation means that we will be a more confident 

organisation, giving voice to the issues which we know are of concern to our members. We will 

continue to build on the operational improvements already achieved by designing and implementing 

an infrastructure which enables us to deliver our strategic and operational priorities. We will make it 

easier for the public and those interested in all forms of restorative practice, to access the 

information they require in a format that they can understand. Members will also be provided with 

greater opportunities to engage with us through targeted working groups and regular roundtable 
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events with our CEO and Board of Trustees. We want our members to know that we are listening 

and responding to their concerns.  

Alongside this we will seek to expand our focus to ensure that our work is fully aligned with our 

purpose and strategy. This starts with creating meaningful and productive relationships with key 

policy makers from across a range of statutory agencies including the Ministry of Justice, 

Department of Education, Home Office and Department for Health. These relationships will support 

us in scoping what knowledge and practice exists in each sector and identify research deficiencies. 

To ensure that our work in this area is evidence-based, we will also establish an academic advisory 

board. By bringing together leading academics we will be well placed to ensure rigour is our 

evaluation of existing evidence.  

In support of these priorities, we have identified the following 5 key deliverables for 2021/22: 

1. We have implemented an organisational design and delivered the improvements in

infrastructure that are required to enable us to deliver our strategy and purpose

2. We have increased our knowledge of, and an evidence base for, restorative justice across all

sectors

3. We have established relationships with key policymakers and have begun scoping what

knowledge and practice exists in each represented sector

4. We have implemented our strategy for delivering engaging, informative and accessible

opportunities for the public to learn about restorative justice

5. We have defined the future relationship we will have with our members and have begun to

build services to support them

Our organisation is home-based and led by our CEO, Jim Simon. Following a period of restructuring 

the charity, we are now expanding our staff team to build on the momentum we have gained over 

the past 12 months. Our core staff will be made up of the CEO, Policy and Communications Officer, 

Restorative Standards Officer and Business Support Officer.  

Our Board, led by Dr Gerard Drennan, is made up of representatives of our member organisations 

and council trustees who bring outside knowledge and experience. 

Our funding comes from a range of sources including memberships, donations, practice registration 

applications, external project funding and events. We are continually expanding our income streams 

and actively seek new opportunities to further our work.  

The RJC are committed to reflecting and representing the diversity of the UK and to equal 

opportunities in employment. Our policies and practices aim to promote an environment that is free 

from all forms of unlawful or unfair discrimination and values the diversity of all people. At the heart 

of our policy, we seek to treat people fairly and with dignity and respect. 

We are committed to equality of opportunity for all staff and applications from individuals are 

encouraged regardless of age, disability, sex, gender reassignment, sexual orientation, pregnancy 

and maternity, race, religion or belief and marriage and civil partnerships. 

We value having a diverse range of perspectives, expertise and insights on our team.  We are 

particularly keen to receive applications from black, Asian and minority ethic people. 

https://restorativejustice.org.uk/meet-trustees


   
 

   
 

 

 

Post: Policy and Communications Officer 
 

Job purpose: To support the delivery of the RJC’s policy and 
communications strategy  
 

Reports to: Chief Executive Officer 
 

Full time Salary Grade: £30,000 - £40,000 plus 7% pension contribution 
 

Period of employment: Permanent 
 

Hours: 37.5 hours per week (full time)  
18.75 hours per week (part time) 
 

Location: Home based (you must reside in England or Wales) 
 

About the Restorative Justice Council 

The Restorative Justice Council (RJC) is the leading restorative practice organisation in England 

and Wales.  

As the independent third sector membership body for the field of restorative practice, our 

role is to promote awareness and understanding of restorative practice, ensure quality in its 

delivery and support our members to collaborate and develop their practice. We set and 

champion clear standards for restorative practice and provide accreditation and quality 

assurance. We also act as a national voice advocating the widespread use of all forms of 

restorative practice.  

The ultimate aim of the RJC is to drive take-up and to enable safe, high quality restorative 

practice to develop and thrive. Our vision is of a society where high-quality restorative 

practice is available to all.  

About the post 

At an exciting time in the RJC’s development, the policy and communications officer will play 

an important role at the heart of the organisation. The post holder will work closely with the 

Chief executive officer to create and nurture collaborative relationships with key policy 

makers, parliamentarians and stakeholders to promote and increase the application of 

restorative justice. The policy and communications officer will take a leading role on the RJC’s 

policy work relating to the promotion and increased application of restorative justice across 

a range of sectors. The post holder will foster collaborative relationships to ensure our policy 

positions are informed by robust and up-to-date evidence and, where this test cannot be met, 

collaborate with sector experts and academics to remedy research deficiencies. They will lead 



   
 

   
 

on the publication of evidence-based policy briefings and ensure these are effectively 

disseminated through external presentations, publications and social media.  

The policy and communications officer will also support the development and delivery of the 

RJC’s annual strategic communications plan. They will co-ordinate the RJC’s external 

communications including developing website and social media content as well as delivering 

engaging public awareness campaigns utilising Google AdWords, Facebook and Twitter.  

Main Responsibilities  

Policy and Research 

• Monitor policy, political debates and emerging policy issues on restorative justice / 

practice issues to inform policy recommendations 

• Write policy and briefing reports for parliamentarians, policy makers, and other RJC 

stakeholders 

• Disseminate RJC policies and briefing papers through external presentations, 

publications or articles to a variety of audiences 

• Identify opportunities to input into and lead on writing the RJC’s responses to 

government enquiries, consultations or other relevant initiatives 

• Support the CEO to establish and embed an academic advisory board to support the 

work of the RJC 

• Develop opportunities to undertake or commission research on specific policy areas 

as required and manage that relationship and partnership work 

• Work with the CEO to secure grant funding and philanthropical support 

Communications  

• Work in partnership with the CEO and board of trustees to develop the RJC’s annual 

strategic communications plan 

• Represent the RJC externally including at multi-stakeholder meetings with 

government departments and the media 

• Manage the organisation of RJC led stakeholder meetings as required 

• Work with the CEO to respond to media and other communication opportunities to 

promote the RJC’s work and policy messages 

• Co-ordinate the RJC’s external communications through the website, social media, 

events and other channels such as the members bulletin and Resolution magazine 

• Plan and deliver online public awareness campaigns utilising Google AdWords, 

Facebook and Twitter 

Stakeholder, Membership and Public Engagement  

• Build and maintain relationships with key policy makers, parliamentarians and 

stakeholders, including Police & Crime Commissioners, the Victims Commissioner, HM 

Inspectorates, civil servants, academic institutions and other relevant bodies 



   
 

   
 

• Support the CEO to establish and run a strategic policymaker network group to inform 

our reactive and proactive policy work 

• Work with the Restorative Standards Officer to engage with RJC members and sector 

specific networks to harness their expertise and insights. 

• Contribute to the preparation and distribution of member and supporter mailings and 

the ongoing development of the RJC’s website 

• Any other tasks identified by the CEO 

Person Specification 

Please ensure that you address each of the following criteria in your application in turn with 

reference to examples to demonstrate that you meet the essential and, where applicable, 

the desirable criteria: 

Essential 

• A minimum of 3+ years’ experience of working in a similar role in any sector  

• Educated to degree level or equivalent, with a policy-relevant or public affairs related 

degree 

• Experience of building positive relationships and working collaboratively with a range 

of stakeholders 

• Evidence of effective written and verbal communication skills for a range of audiences 

in a variety of formats 

• An understanding of policy making and parliamentary processes 

• Experience of successfully influencing policy and/or practice 

• Experience of analysing primary and secondary sources of evidence (qualitative and 

quantitative) and developing recommendations for policy and practice 

• Experience of developing and implementing digital communication strategies  

• Evidence of working flexibly and collaboratively under pressure and to tight deadlines 

• Experience of organising and/or facilitating events 

• Experience of project management  

• Experience of working independently with limited supervision and on own initiative  

• Evidence of good problem solving skills 

• Excellent IT skills, including the ability to use Microsoft Word, access websites, online 

meeting platforms and outlook  

Desirable 

• An understanding of the diversity and values of restorative practice including how it 

works within criminal justice, education, health, workplace and community settings 

• Experience of using Microsoft SharePoint 

• Experience of the development of proposals for funding 

• An understanding of qualitative and / or quantitative research skills 

• Experience of co-ordinating social media campaigns 



   
 

   
 

Employment information  

This section summarises basic information about employment terms and conditions. Full 

terms and conditions will be included in the contract of employment that will be offered to 

the successful applicant. This summary does not form part of a subsequent employment 

contract.  

Location  

This role is home-based (you must reside in England or Wales) 

Hours of work  

37.5 hrs per week full time or 18.75 hours per week part time (working hours to be negotiated 

with the successful candidate)  

Period of employment / Probationary period 

This is a permanent position. There will be a probationary period of six months 

Benefits  

The starting salary for this post is £30,000 per annum (full time equivalent) paid in arrears, on 

the 25th of each month  

The annual leave entitlement is 25 days, plus statutory holidays (full time equivalent) 

On completion of the probationary period, the RJC will make a pension contribution 

equivalent to 7% of gross salary 

Support for staff: 

We recognise that some staff members may require some practical adjustments, once in post, 

to enable them to carry out their role. If, during the recruitment process, you would like to 

discuss any adjustments that you might require to enable you to carry out the role you are 

applying for, you are welcome to contact the Recruitment Officer to discuss this further, our 

contact details are shown on the following page. 

How to apply  

We want to ensure that all candidates have equal access to our recruitment and selection 

procedures. If you are disabled, have an impairment or long-term health condition that may 

affect your ability to complete this form, or if you require any adjustments to enable you to 

attend an interview or participate in the selection process, please send details, as soon as 

possible, to the Recruitment Officer, whose contact details are shown below. This will enable 

us to make any reasonable adjustments. 

Recruiting Officer James Simon 

Email James.simon@restorativejustice.org.uk 

Telephone 0203 5815717 

mailto:James.simon@restorativejustice.org.uk


   
 

   
 

 

All applicants should complete the application form (available HERE) and submit it to 

james.simon@restorativejustice.org.uk (please put ‘Policy and Communications Officer 

application’ in the subject line) or by post to: Policy and Communications Officer applications, 

Restorative Justice Council, Rouen House, Rouen Road, Norwich, NR1 1RB.  

We would be grateful if you could also complete and return an equal opportunities 

monitoring form, available HERE  

You are welcome to contact Jim Simon (CEO), at james.simon@restorativejustice.org.uk to 

arrange a time to discuss the position informally.  

The closing date for receipt of applications is 5pm on Sunday 31st October 2021.   

Please note that interviews will take place on Thursday 11th November via Microsoft Teams. 

If you are not available on these dates, please let us know when you submit your application. 
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