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Job Title:            Head of Policy 
Department: 	Operations
Reporting to: 	Director of Operations
Hours: 		Mon-Fri, 09:00-17:00 (hybrid working – minimum 3 days on site)
How to apply: 	Please send your CV and covering letter (maximum 2 pages) to              HR@lincolnsinn.org.uk using specific examples from previous roles to show how you meet the skills and experience – applications will not be accepted without both aspects.
Lincoln’s Inn is a thriving society of students, barristers, and judges set within an historic eleven-acre estate in central London.  As one of the four Inns of Court, our core function is supporting the qualification, training and lifelong development of our members, within a collegiate and inclusive environment.  As a multifaceted organisation, we provide a wealth of services and events for members, tenants and the public.  This requires an experienced and dedicated professional team whose skills and responsibilities run wide, including for example education, scholarships, training, event management, security, gardens, estate management as well as all of the associated corporate functions. 
The purpose of the Inn is to:
· support the rule of law and the administration of justice;
· support the effectiveness and standards of the Bar of England & Wales through education, scholarships, Call to the Bar, library and other services; and
· manage, use and enhance its historic estate in the heart of London for the benefit of members, barristers, tenants, residents, external customers and the wider public.
We are now looking to enhance our policy capability by appointing a collaborative, thoughtful and self-starting Policy Manager who will sit at the heart of the organisation.  This is a pivotal role, spanning the range of Inn responsibilities and independently driving work forward with different teams across different functions.  You will need particularly to be agile in managing competing priorities across different areas and driving performance without direct line management responsibility.  You will develop a strong grasp of the key policy and strategic issues across the organisation, to help us manage and deliver complex cross-cutting work in line with our purpose and values.  
Recent and ongoing examples of work have included co-ordinating the Inn’s response to the Harman report on Bullying, Harassment and Sexual Harassment at the Bar, reviewing our data management and archive policies and leading our preparations for the implementation of the Terrorism (Protection of Premises) Act 2025 (also known as Martyn’s Law).  
The post-holder will report to the Director of Operations but will also provide support to the Under Treasurer (CEO) and other members of the Executive Team on priority issues.
Key responsibilities
· Driving policy development and delivery across the range of Inn functions.  This will include research, horizon-scanning, gathering and analysing data to help inform new approaches, as well as reviewing and updating current policies and practices.
· Drafting high-quality proposals for Executive Team review and sign-off.
· Identifying areas for ongoing change and improvement, working across all teams to review processes, resulting in new or refreshed key documents.
· Co-ordinating the Inn’s business planning process, working across the Inn to identify strategic and financial priorities, drafting plans, monitoring delivery and producing regular reports for the Executive Team and Council.
· Working alongside Committee secretaries to identify issues for discussion with the Executive Team or through the Inn’s senior governance bodies, drawing together themes and actions from the Inn Committees to help ensure a consistent approach towards meeting our purpose and objectives. 
· Providing motivational leadership to staff at all levels to ensure work is delivered on time and to a high standard. 
· Line-management of one member of staff (who will also work with the IT team on programme delivery).
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Skills and experience
· Excellent verbal and written communication skills, including preparation of complex policy papers, Board papers and planning documents. 
· Strong analytical and critical thinking skills.  
· Advising and supporting senior staff. 
· Leadership experience, working collaboratively with others at all levels to achieve agreed outcomes.
· Experience of navigating different functional perspectives to reach the best outcome for the organisation.  
· Flexibility, including managing changing priorities and ambiguous contexts in a busy environment. 
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Benefits

What's in it for you?
There are lots of great reasons to work at Lincoln's Inn, including:
· Generous annual leave entitlement; 30+ days including closure periods over Christmas, Easter and August (for most roles)
· An excellent free lunch
· A 35-hour working week including paid breaks (for most roles)
· Hybrid working (depending on role)
· Overtime paid for Operational roles
· Private Medical Insurance
· A non-contributory 12.5% Stakeholder Pension Scheme
· Interest-free Season Ticket/Bicycle loan
· Free uniform for operational roles (laundered)
· Enhanced Maternity and Paternity and Shared Parental Leave
· Great annual training and continual development support
· Bicycle stands and shower facilities
· Great annual training and continual development support
· Death in Service benefit; 6 x your annual salary
· Free Eye tests and free chiropody
· Access to a confidential Employment Assistance Programme
· Team building days
· Plenty of social events, such as staff parties, quiz nights etc.
· Employment Membership shopping discounts
The Honourable Society of Lincoln's Inn is committed to ensuring both its members and staff members are treated with dignity and respect throughout their careers. We promote values of trust, transparency, and respect for all through robust policies and procedures.
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