	Job Description


 Parliamentary Assistant
 
	The Office of
	:
	Graeme Downie MP - Dunfermline and Dollar

	Job Title
	:
	Parliamentary Assistant

	Salary 
	:
	London Living Wage of £13.15 per hour (£27,352/pa FTE)

	Location
	:
	Westminster


 
Key responsibilities:
· Assist in writing external communications including speeches for the MP
· Assist with casework as required
· Attend and participate in meetings as appropriate
· Compilation of briefing packs for MPs, take notes of meetings and draft appropriate submissions
· Develop and maintain current knowledge on relevant areas of parliamentary business including Motions, legislation, Hansard, debates etc. This would include issues of importance both nationally and in the local constituency.
· Diary Management
· Engage confidentially, professionally, with care and integrity with members of the public, through telephone enquiries, social media, email and face to face
· Help draft amendments for reports and prepare briefing material
· Maintain positive on-going relationships with all parties including members of the public, groups, suppliers and Westminster where required
· Prepare and present briefing notes for committees, press releases, parliamentary questions etc.
· Provide generalist admin support
· Respond to routine correspondence and enquiries
· To advise and ensure the MP is fully briefed on potential questions and motions to be put to the House
· Undertake research on relevant subjects as directed
· There may be a requirement for the role holder to work outside of normal working hours and travel for work occasionally
· Further duties as directed by the Head of Office, contributing to the effective running of the office
