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Communications and Policy Lead 
Job pack 
 
 
Thanks for your interest in 
working at APPEAL. This job 
pack should give you 
everything you need to know to 
apply for this role. 
 
In this pack you’ll find: 
 

● Information about the 
team, organisation and 
role 
 

● The role profile and 
person specification 
 

● Important information 
and how to apply  
 

 
 
 
 
 

Want to chat about this role? 
If you want to chat about the role get in touch with Naima Sakande, Women’s 
Justice Advocate, by emailing naima@appeal.org.uk  
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          Who we are  
 
 
 
APPEAL is a law charity that fights miscarriages of justice and demands 
reform.  
             
Our small team of lawyers, advocates and investigators take on criminal 
appeals on behalf of prisoners who cannot afford legal representation.  
 

1. We investigate: battling for access to records and exhibits, arranging 
new forensic testing, conducting street-level investigation, and 
systematically analysing case documentation, digging deep to find the 
fresh evidence that proves a conviction is unsafe or a sentence is unfair.  
 

2. We litigate: bringing cases to the Criminal Cases Review Commission, 
the Administrative Court and the Court of Appeal.  

 
3. We advocate: working with former prisoners, campaigners, students, 

legal professionals, policy makers and other stakeholders to ensure our 
justice system learns from its mistakes.  

 
We are committed to winning justice for individuals and their families, but also 
using cases as impact litigation to push for systemic change to make our 
criminal justice system more accurate, fair and accountable. This involves not 
just legal work, but also implementation of a robust communications and policy 
strategy, as the reforms needed must come from parliamentary and policy 
interventions as well as from judicial precedent. 
 
COVID-19: Depending on social distancing restrictions in force over the 
coming months, interviews are likely to be conducted by video 
conference, and the post when filled may involve working from home.  
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The role 

We’re looking for an exceptional and highly motivated communications and policy 
professional. 
 
If you want to have a direct impact on raising the profile of miscarriages of justice and 
fixing our broken criminal justice system, then we want to hear from you.  
 
In this role you’ll manage strategic communications projects, engaging key audiences 
and seeking platforms for our staff, our prisoner clients and their families. You’ll report 
to Women’s Justice Advocate and have a broad range of responsibilities, while working 
collaboratively in a fast-paced and creative team. 
 
Who we’re looking for: 
 
We’re looking for someone who’s led impactful communications campaigns aimed at 
internal or external audiences. You’ll have proven experience of delivering timely and 
effective communications and engagement strategies that have enabled organisations 
to achieve their aims. You’ll have a passion for using stories to engage decision makers 
and influence better policy. You’ll understand the complex needs of people with 
involvement in the justice system, and with experiences of trauma or poverty.  
 
You’ll have worked in a complex organisation and understand how to deliver excellent 
content against audience needs. You’ll also demonstrate exceptional judgement and 
excellent stakeholder management. 
 

  Role profile 

 

Position title 
 
Communications and Policy Lead  
 

Salary and 
benefits 

 
• £32,000 pa  
• 25 days annual leave + bank holidays + the days in between 

Christmas and New Year 
 

Location 
 
The Green House, Bethnal Green, London, E2 9DA 
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Line 
management 

• Reports to the Women’s Justice Advocate  
• Supervisory responsibility for interns  

Closing date for 
applications 

 
5pm, 22 July 2020, however applications are assessed on rolling 
basis so please do apply sooner if you can 
 

 
Preferred start 
date 
 

1 August - 1 September 2020 

Work 
specification 

 
• You will lead APPEAL’s justice policy reform efforts and 

manage the day to day operation of our communications 
strategy.  
 

• You will leverage APPEAL’s casework, research and 
campaigning around our Initiative to end the use of 
imprisonment for debt, that falls under the work of the 
Women’s Justice Initiative (WJI). The WJI primarily aims to 
use criminal appeals as impact litigation for imprisoned 
women who have experienced severe and multiple 
disadvantage.  
 

• You will lead on policy reform efforts around APPEAL’s Open 
Justice goals, including advocating for better access to police 
and prosecution material, reform of the disclosure system, 
access to trial transcripts and improving the effectiveness of 
the Criminal Cases Review Commission.  
 

• You will manage APPEAL’s external communications, 
including drafting press releases, liaising with journalists, 
managing the website and APPEAL’s social media accounts 
and writing our annual impact report. 
 

• You will also support our Bound by Injustice group, working 
with the family members of our imprisoned clients and clients 
themselves to empower them as advocates for reform.  
 

• Please note, the job may expand to include managing the 
day-to-day operation of the All-Party Parliamentary Group on 
Miscarriages of Justice for which APPEAL is currently the 
secretariat.  

 
All duties must be carried out with the charitable aims and 
objectives of APPEAL in mind and the post-holder must be an 
effective advocate for APPEAL at all times. 
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Key 
responsibilities 

 
The following is a non-exhaustive list of the Communications and 
Policy Lead’s responsibilities: 
 

Policy and 
Justice Reform 
Advocacy  

 
• Monitor policy developments and parliamentary activity in 

England & Wales through personal contacts, partners, news 
and social media to identify creative opportunities to 
communicate APPEAL’s reform goals to policy makers, MPs 
and the public. 
 

• Coordinate APPEAL’s response to government policy 
consultations relevant to ending the use of imprisonment for 
debt, women’s justice reform, preventing miscarriages of 
justice and broader criminal justice reform. 
 

• Work with clients and their family members to ensure their 
voices and needs are embedded throughout our policy reform 
demands and develop their capacity as advocates.  
 

• Develop meaningful relationships with partners, stakeholders 
and policy makers. This may include liaising with expert 
counsel, organising roundtables to brainstorm alternative legal 
remedies, reaching out to allies as well as opponents to 
advocate for change persuasively.  
 

• Where agreed, represent APPEAL at meetings and events 
with lead civil servants, policy makers, government 
representatives, local authority leaders and other key 
influencers.  

 

Communications 
and 
Campaigning 

 
• You will find creative ways to raise APPEAL’s core policy 

reform demands in the press by drafting press releases, 
creating content and liaising with journalists. You will push 
both proactive and reactive press, by developing stories to 
pitch as well as responding to relevant news as it happens.  
 

• Update and maintain APPEAL’s database of journalists and 
news outlets and continue to develop strong relationships with 
informed, sensitive, high-quality reporters.  
 

• Use information and data laws/Parliamentary questions to 
access more information about relevant public bodies and 
conduct open source research to draft briefings, reports and 
other compelling material that sets out our reform objectives 
for different audiences. Where needed, you will supplement 
research with practical observation of court, developing 
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potential case studies, and providing strong care and support 
to those with lived experience. 
 

• You will organise the retreats, the social media group and 
meetups for APPEAL’s Bound by Injustice group, facilitating 
solidarity, skills building and experience sharing, and ensuring 
BBI members are involved in co-producing events. 
 

• You will update and maintain APPEAL’s media content, 
including the website, blog, social media, and impact report, 
and develop our podcast, Surviving Injustice.  

Contribute to 
team 
development  

 
• You will maintain accurate and up-to-date records as required 

by the organisation’s Office Manual. 
 

• You will occasionally need to supervise and support interns 
working for APPEAL including by training them and 
supervising their work product. 
 

• You will use contemporaneous time recording software to 
track time spent on different aspects of the work per APPEAL 
procedures. 
 

• You will assist in the improvement, management and 
implementation of systems in relation to the running of 
APPEAL including by attending relevant meetings or training 
sessions as appropriate.  
 

• You will be self-servicing including typing all communications 
and notes, and performing own scanning, printing, etc.  
 

• A degree of flexibility is needed, and you may be required to 
perform work not specifically referred to above. Therefore, you 
are required to be cooperative about carrying out other 
reasonable duties and responsibilities. You may also be 
required to do some out of hours work and travel outside of 
London. 
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Person 
specification 
 
Please ensure you have mentioned all of the essential criteria and any relevant 
desirable criteria in the specification in your cover letter. We will be assessing 
applicants on how well they meet each of the requirements of the role. 
 

Selection criteria Essential Desirable 

Experience, 
Knowledge and Skills  

Commitment to APPEAL’s reform goals, 
including ending the use of imprisonment 
for debt. 

ü  

Excellent client care skills with experience 
of working with vulnerable people and their 
families, who have experienced 
incarceration, trauma, mental health issues 
or poverty. 

ü  

Comfort with and experience of building 
relationships with and speaking to MPs, 
policymakers, journalists, and charity and 
legal sector partners. 

ü  

Knowledge of the UK government and 
parliamentary systems. ü  

Experience communicating policy views 
using a range of methods including press 
releases, social media, briefings and 
consultation responses. 

ü  

Excellent research and writing skills, ability 
to digest, understand and present large 
volumes of information clearly, succinctly 
and in a compelling way, without 
supervisor input. 

ü  

Ability to be fully self-servicing when it 
comes to administrative tasks including 
typing and IT (we use Mac-based 
systems). Experience of website 
management (we use Squarespace) and 
social media upkeep (Twitter and 
Instagram). 

ü  
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Strong grasp of the concept of strategic 
litigation and enthusiasm for this approach 
to reform. 

 ü 

Experience of all or some of the following: 
 
• conducting investigation, including open 

source research; 
• information law practice, including 

conducting matters relating to the 
Freedom of Information Act 2000 and 
Data Protection Act 2018/GDPR; 

• the criminal justice system of a different 
jurisdiction 

 ü 

Creative flair in pursuing policy reform 
goals and media exposure.  ü 

Track record of showing doggedness and 
resilience in the face of multiple and 
significant setbacks. 

 ü 

Experience of practising strong self-care 
when dealing with difficult and traumatic 
experiences of people you work with or on 
behalf of. 

 ü 

Personal attributes 

Ability to work independently and take 
initiative. ü  

Enjoy being part of a small, enthusiastic 
team working collaboratively towards 
achieving shared goals 

ü  

Ability to work flexibly, including attending 
evening meetings and travelling to other 
parts of the country, sometimes staying 
overnight. 

 ü 

 

 

 



 9 

 

 

Important information 
 
 
 
 

1. LENGTH OF CONTRACT AND WORKING PATTERNS 
Please note that we have 3 years of funding for this project but are only able to 
guarantee the post holder a 1-year full time role. We are seeking additional 
funding and, if secured, the contract length may be expanded. We will also 
consider candidates who are interested in a part time role, though we require a 
minimum of 3 days a week commitment (if you prefer to be considered part time, 
please indicate this on your cover letter).  
 

2. SALARY 
As advertised. Additionally, we are Living Wage employers with a very flat salary 
scheme where all team members are paid within 20% of each other and all 
salaries are reviewed annually.  
 

3. ANNUAL/TOTAL LEAVE 
Annual leave is 25 days pro rata per annum from 1st January to 31st December, 
plus public holidays and the days between Christmas and New year. Additionally, 
staff accrue one additional day of leave per year of service.  
 

4. PENSION SCHEME 
We offer the statutory minimum pension scheme for all team members.  
 

5. LEARNING AND DEVELOPMENT 
We have a small training budget and encourage staff to commit to their own 
personal development. We allow flexible working so if staff want to take on 
additional training or qualifications, they can discuss this with their manager. 
 

6. EQUALITY AND DIVERSITY 
APPEAL particularly encourages applications from people with a BAME 
background, with disabilities, who identify as LGBTQ+, or who were the first 
generation to attend university, who are currently underrepresented in leadership 
in the legal sector. We are an equal opportunities employer and are committed to 
promoting principles of inclusion and diversity in our work.  
 
We are open to considering flexible working arrangements, particularly to support 
parents with childcare or those with caring responsibilities. APPEAL's offices in 
The Green House are wheelchair accessible. 
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7. PROBATIONARY POLICY 
New appointments are subject to a 6 months probationary period. Performance is 
reviewed after 3 months and again after 6 months. At the end of the probationary 
period the outcome of the assessment may be confirmation of post; notice of 
dismissal; or at APPEAL’s discretion, an extension of the probationary period by a 
further 3 months.  
 

8. LOCATION 
As advertised. Please note that flexible working is also possible. Depending on 
social distancing restrictions in force over the coming months, interviews 
are likely to be conducted by video conference, and the post when filled 
may involve working from home.  
 

9. HOURS OF WORK 
7.5 hours per day excluding lunch break. Typical working hours are 9:30am – 
5:30pm but we have flexible working arrangements in place.   
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HOW TO  
APPLY AND                                       
WHAT HAPPENS NEXT  

 
• To apply please send a letter outlining your interest in and suitability for the 

work in no more than two pages, together with your CV to 
mail@appeal.org.uk. Please title the document as follows: YOUR NAME 
COMS LEAD APPLICATION LETTER and YOUR NAME COMS LEAD CV  
 

• Please also include the equal opportunities monitoring form as a separate 
Word or PDF file (these will not be looked at as part of your application and 
are for data monitoring purposes only).  
 

• Applications should be returned by email to mail@appeal.org.uk with the 
words COMS RECRUITMENT APPLICATION and your name as the subject 
no later than 5pm on July 22, 2020. Applications received after the 
closing date will not be considered.  
 

• Longlisted applicants will be invited to perform a written exercise with access 
to the internet. Longlisted applicants will be contacted by email to schedule 
the exercise to be completed in one hour, remotely. The exercise will serve 
to give the applicant a sense of what sort of work we do at APPEAL and the 
challenging situations our clients face, as well as give us a sense of your 
writing ability and background knowledge. 
 

• After consideration of the written exercise, shortlisted applicants will be invited 
to interviews by email. Details of the interview (location, members of panel 
etc.) will be confirmed by email. 
 

• Applicants who have not been long or short listed will be notified by email. 
Due to our limited resources we are unable to provide feedback on 
applications.  


