
National Officer - Equality, Diversity and Inclusion (ED&I) - Job Description 

Responsible to: Assistant General Secretary 

Hours: 21 hours per week to be worked flexibly 

Salary range: £50k - 64k FTE

Pension: High quality defined benefit career average pension scheme 

Location: The union operates in a hybrid working way. You will be able to work from home but there is a clear expectation for National Officers to attend the FDA HQ in London Bridge on a regular basis for team meetings/collaborative working as required. The successful candidate will also be expected to undertake face to face meetings and work with members, branches and employers which can be in a range of civil service locations (but predominantly in London). 

Key Duties and Responsibilities

Organising and campaigning for Equality, Diversity and Inclusion
Leading and supporting the Equality, Diversity and Inclusion Committee (sub committee of the FDA Executive Committee), including drafting policy documents and developing relevant associated campaigns and, as appropriate, report writing and research activity.

Developing a network of Equality Representatives within sections and branches through the development of training programmes, creating support materials, organising meetings and producing a quarterly bulletin.

Organisation of, attendance at and contribution to events such as conferences, training and seminars focused on equality matters, as appropriate. 

Managing the FDA’s participation at TUC, (including Wales and Scottish TUC) equality conferences. 

Work with our events partner Dods to ensure the delivery and regular review of content for Women into Leadership and Ethnic Minorities into Leadership events including provision of chairpersons, promoting attendance as well as the benefits of the events within the union.

Working with the Head of Learning and Organising to lead the FDA equality development programme for members and reps.

Supporting the FDA’s bargaining agenda 
Working with National Officers to drive the bargaining agenda for equality, diversity and inclusion by identifying FDA priorities and then developing strategies to secure improvements across the civil service, including engagement with the cabinet office as well as broader campaigns. 


Supporting National Officers and reps by providing toolkits and guidance to implement change locally as well as lobbying for adoption of FDA policy on equality matters affecting Civil Servants across employers.

Raise the profile of FDA ED&I work by writing communications for members e.g. branch emails, articles for the FDA’s magazine and website and  social media content. To represent the FDA in the media in areas of special responsibility as appropriate.

To represent the FDA with other Civil Service unions, other trade unions, and external bodies.

Develop key alliances and positively engage with external agencies, communities and stakeholders to enhance the FDA’s reputation, focusing on developing opportunities that are available to members and raising the profile of the FDA’s work in this area. 

Policy
Lead on the development and implementation of the FDA ED&I Strategy, to ensure implementation of FDA Executive Committee priorities and annual delegate conference motions.

Promote, monitor and advise on equality, diversity and inclusion ( ED&I) legal and mandatory requirements and best practice in relation to members.

In line with the democratic processes of the union, develop FDA policy in matters relating to sex, gender identity, sexual orientation, race and ethnicity, disability, and other protected characteristics as laid out within equality legislation, alongside socio-economic disadvantage and other relevant social issues.

Initiate, develop and manage  ED&I initiatives and programmes ensuring ownership and ‘buy-in’ at all levels of the organisation, including through our lay representative structures, and that these are underpinned by a robust impact assessment process to ensure we’re delivering tangible improvements to the working lives of members.

Other
Provide expertise for ED&I matters across the organisation, including support in areas of complex casework on discrimination and ensure ED&I considerations underpin the work the FDA does.

Work with our communications team and Head of FDA learn and national organizer. 

Manage the FDA equality budget. 


