EXPERIENCE, SKILLS AND COMPETENCIES
PARLIAMENTARY ASSISTANT – GRAEME DOWNIE MP

Experience
Essential
· Proven track record of managing multiple priorities in a high-pressure environment.
· Experience working with stakeholders, community groups, or campaign organisations.
· Experience in handling sensitive and confidential information.
· Experience drafting written materials for publication or speeches.
· Identify with the aims and values of the Labour Party
Desirable
· Experience in a parliamentary, political, or policy-focused role (e.g., researcher, caseworker, parliamentary assistant).
· Familiarity with parliamentary procedures and processes.
· Experience in creating or managing systems to handle information flow (e.g. emails and task assignment)
· An understanding of devolution


Skills and competencies
· Excellent written and oral skills
· Superb organisational skills with a keen eye for detail
· Confident in managing competing priorities
· Good relationship-building skills
· Growth mindset
· Strong problem-solving skills with creative thinking for identifying solutions
· Demonstrable political interest and awareness
· Diary management
· Inbox management
· Correspondence management
· Coordinating parliamentary and constituency engagements
· A compassionate, understanding and sensitive manner when dealing with constituents and other stakeholders.
