
  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
Job title:    Policy Intern  
Reports to:   Policy Manager 
Direct line reports:  N/A 
Contract type:   Fixed term until July 2021 
Working hours:  Part time, 3.5 days per week 
Salary:    £1167 per month (£20,000 FTE) 
Location:   28 Commercial Street, London, E1 6LS (currently 

working remotely) 
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Introduction: 
• Are you passionate about collaborating with communities to tackle social problems? 
• Do you think it is important that people who have experience of a problem are involved in 

creating the solutions to those issues? 
• Do you want to amplify the voices of people who face inequality to decision-makers? 
 
If your answers are yes, we are inviting you to apply for the Policy Intern role at Toynbee Hall. We 
are looking for a passionate colleague to support our Participatory Action Research projects and 
to help us grow our capacity to make positive change happen for our East End community and 
beyond.  
 
Toynbee Hall 

Toynbee Hall is a charity based in the East London since 1884. We work in partnership with 

communities to create a fairer and happier East London, and use that learning to influence wider 

policy at the local and national level. We provide free advice services, financial inclusion services, 

wellbeing services, including work with older people and community learning services supporting 

young people and new migrants. We work alongside service users and the wider communities to 

research and influence social policy issues that matter to them.  

 

Research and Policy Team 

Our research and policy work contributes to the organisational mission through developing a co-

production approach and influencing systems change. We co-produce solutions with policy 

makers, communities and other stakeholders. Communities are our active partners when 

designing, delivering and disseminating our research and policy work. Our work is evidence based, 

so community insights and existing literature shape the project design, and we use evidence to 

inform policy influencing. Shaping and influencing policy is our primary goal, so the co-production, 

research and policy strands work closely to achieve this goal. 

 

Toynbee Hall has been developing a Participatory Action Research approach since 2017. We train 
and support community members as peer researchers, and work with them to identify issues and 
solutions and advocate for change. In our Young Renters Participatory Action Research project, for 
example, we are currently supporting young tenants in East London to work with private landlords 
to co-design solutions and improve the private rental sector. Toynbee Hall has also been a leader 
in financial health research and practice since 2002. We work with communities to research needs 
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and barriers to financial wellbeing, identify good practice, and influence policy, practice, product 
design and product delivery across relevant sectors.  
 
We are growing our portfolio and are currently looking for an enthusiastic Policy Intern to join the 
team. This is a development role - we will support you to develop skills on policy influencing, and 
we hope that this experience will make positive contribution to your future career. 
 
Job purpose: 
 

1. To work with our Policy Manager and other colleagues across the organisation to increase 
our capacity to influence positive change as part of Toynbee Hall’s research and policy 
team. 

2. To work with Policy Manager and Research Manager to develop and deliver work plans 
for projects.  

3. To produce a wide range of clear, accessible and articulate research and policy materials. 
4. To support Policy Manager and communities to develop policy position statements 

and/or develop campaigns for change.   
5. To help to create opportunities for people with lived experience of social issues to be 

heard. 
6. To support the research and policy team to gather insights from our evaluation team and 

advice and community services that inform our work. 
7. To help us to strengthen our relationships with other charities and campaign groups. 
8. To work with colleagues to plan, organise and run events which support our research and 

policy strategy and share our insight widely, within the context of the national and local 
policy calendar.  

9. To support our Policy Champions to master key skills to support peer researcher groups 
and liaise with external partners. 

10. To support our research and policy team to effectively influence policy.  
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Main duties and responsibilities: 
Supporting the work of the research and policy team 

1. To work with Policy Manager and Research Manager to develop and deliver work plans for 
projects. 

2. To work with Volunteer Manager to recruit and induct new peer researchers for our 
Participatory Action Research projects. 

3. To play a key role in delivering the day-to-day work of the Participatory Action Research 
projects by designing and delivering facilitation plans with the help of our Policy Manager and 
Policy Champions.  

4. To produce a wide range of clear, accessible and articulate research and policy materials 
which support our policy influencing aims, including but not limited to policy statements and 
briefings, consultation responses, material for press releases, blogs and articles.  

5. To work with Policy Manager and communities to develop policy position statements and/or 
develop campaigns for change, all drawing on our research and frontline delivery experience, 
and placing the voice of those affected at the heart of our policy asks and materials.  

6. To support the organisation and facilitation of policy-influencing events with key stakeholders 
like representatives from Tower Hamlets council, the GLA, MPs or regulators. 

7. To support peer researchers and other community members to take part in policy influencing 
through responding to consultations, writing blogs, making films, meeting with policy 
stakeholders and any other method selected.  

8. To occasionally represent Toynbee Hall at partnership meetings with the wider charity and 
campaigning sector. At these meetings you will share key research findings and promote the 
proposals developed through our Participatory Action Research projects, and help identify any 
gaps for further research and policy work. 

9. To organise and facilitate community conversations with local community members about the 
issues which affect them and their recommendations for improvements. 

10. To work closely with the research and policy team to hear from colleagues about the issues 
they are seeing coming up through our advice and community services and evaluation work 
through meetings and one-to-one conversations. 

11. To support our Policy Champions to develop key skills to support our peer research groups 
and liaise with external partners. For example, how to effectively organise meetings, or how 
to write effective emails to external partners.  

12. To develop and maintain strong relationships within the research and policy team and wider 
Toynbee Hall colleagues. 

Quality assurance and standards 
13. To adhere to our organisational policies, including but not limited to:  

a. Engaging and supporting research participants, including incentives 
b. Ethical considerations 
c. Data collection and management 
d. Creating opportunities for participants to develop and use their voice  
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Person specification: 
 

Knowledge and Skills 
1. Experience of being a peer researcher or supporting research and policy projects. 
2. Knowledge or understanding of social policy issues, ideally through lived experience. 
3. Experience of building good relationships with community members and supporting communities to 
make change in a voluntary or professional role. 

4. Good writing skills and the ability to use evidence to make your case. 
5. Good organisational skills, and experience of organising and facilitating meetings in a voluntary or 
professional role. 
6. Good communication skills.  
7. Confident using Microsoft Word, Microsoft Teams, and Outlook. 
8. An understanding of the principles of co-production, or a willingness to learn. 
Personal Qualities 
1. Passionate about using research to solve social problems. 
2. An interest in developing policy-influencing experience. 
3. Able to reflect on and improve your work. 
4. Able to work well on your own and as part of a team. 
5. Have, or be willing to develop, an understanding of and commitment to the organisation’s values, 
including equal opportunities and diversity. 

 
How we score and shortlist applications: 
We score applications without the front sheet, so we don’t know any personal details about 
candidates before interview – all the shortlisting panel see is your previous experience, qualifications 
and your personal statement.  
 
We use a score sheet to fairly shortlist applicants. Basically we score against each point of a personal 
specification separately. You get 0 points if you don’t mention it at all, up to 5 points if your answer is 
amazing. 
 
The best way to ensure your application scores well is to use the star technique. So for each point on 
the Personal Specification give an example of when you’ve done it. STAR stands for: 
 

 Situation (what was happening) 
 Task (what you were supposed to do) 
 Action (what you did) 
 Result (what was the result of your work) 

 
The easiest way to score highly is to cut and paste the personal specification and then write one or 
two examples under each heading to show you’ve done that before. If you haven’t done exactly that 
thing, but think you’ve demonstrated the skills you’d need somewhere else in your life, mention that 
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too. You don’t just have to think about work experience, anything you’ve done across your life 
counts. Doing all of them in order makes it so much easier for us shortlisting, we often have lots of 
applications to get through – so it’s really appreciated if you make it easy for us to score you well.  
 
People on the interview panel will independently and without discussion score your application. 
Then once this is done they will meet to discuss and aggregate their scoring and agree who they want 
to meet. Normally the highest scoring candidates will be invited to interview. 
 
If you are invited to interview you will be given information about the format of the interview, any 
task you’ll need to complete, and who will be on the panel in advance. You will also be asked if there 
are any adjustments you would like us to make to give you the best possible chance to do well. Please 
let us know how we can support you to be as comfortable as possible in the interview environment. 

 
Training at Toynbee Hall: 
Toynbee Hall provides all necessary induction and training, and encourages and, where possible, 
supports the upgrading of appropriate skills and qualifications.  All employees will receive regular 
support and supervision.  
 
Volunteers: 
Volunteers are at the heart of Toynbee Hall’s work. The organisation is committed to involving 
volunteers in its continuous development and to offering volunteers the best of experiences. All 
Toynbee Hall staff members will be expected to support the volunteering ethos and to work 
alongside the volunteer team to promote and facilitate the involvement of volunteers wherever 
appropriate. 
 
Monitoring and Evaluation:  
Toynbee Hall takes an outcomes- and theory-based approach to its self-evaluation and monitoring. 
This means that the organisation is committed to gathering evidence of its effectiveness, and to using 
this information to learn, improve and communicate. All Toynbee Hall staff members will be expected 
to support this approach and to take part where appropriate in monitoring and evaluation planning 
and practice. 
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Benefits: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   Holiday 
 

 25 days’ holiday a year, plus bank holidays – 
please use them all!  

 

 Learning 
 

 We will support you to gain new skills and 
knowledge in this post 
 

 Knowledge and experience sharing in the 
team 

 

 

 Pension 
 

 We’ll automatically enroll you into our 
pension scheme with Standard Life 
 

 We offer a 4% employer contribution (we 
pay you 100% of your salary, then 4% into 
the pension) 

 
 You’ll need to pay 5% too, and you can opt 

to pay more for the tax benefits! 
 
 You can opt out if you’d prefer not to have 

a pension at all 
 

 

 Pay and development 
 

 You will be paid to learn and develop skills 
on policy influencing 
 

 We will support and encourage you to 
progress internally and externally  

 
 

 

 Commuting 
 

 We’re a member of the cycle-to-work 
scheme 
 

 Interest free season ticket loans 

 

 Health & Wellbeing 
 

 Paid time off for medical and dental 
appointments 
 

 Contribution towards eye tests and 
spectacles 
 

 Our Employee Assistance Programme offers 
a 24/7 confidential advice line for health, 
legal & bereavement support  

 
 Generous paid sick leave for both physical & 

mental health - 4 weeks full, 12 weeks half 
pay  

 

 Community 
 

 Two days a year to volunteer for a charity 
of your choice and make a make a 
difference in the community 
 

 Paid off for public duties; e.g. local 
Councilor or School Governor 

 

 

 Family 
 
 Paid maternity, paternity, adoption or 

shared parental leave 
 
 Up to two days paid time off for domestic 

emergencies 
 

 Paid compassionate leave 


