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APPLICATION FORM

· Senior Communications & Public Affairs Officer
· 5 days (35 hours) per week (full-time), Monday to Friday (option of 0.8 FTE)
· 18-month fixed-term contract initially, with 6-month probationary period

Instructions 

· Please complete this application form using a computer.
· Please read the accompanying application pack carefully, and ensure you fully answer all the questions on this form.
· There are 9 sections on this form, and you must complete all 9 sections (unless they are marked ‘Optional’). Incomplete applications will not be considered. 
· Uncompleted, this application is 13 pages long.  Your completed application may be longer than 13 pages, but please note the page limits for Sections 3 and 4 of the form.
· Page 2 of this application form, with identifying information, will be removed before application forms are passed to those shortlisting applicants. We therefore prefer that you submit your application as a Word document (rather than in PDF).
· Completed application forms must be received by 10am on Wednesday 11th March 2026.  We regret that late applications cannot be considered.
· Applications should be emailed to vacancy@bihr.org.uk




Your details

Last name:

First Name:

Address:

Telephone: 

Email:

How did you find out about this vacancy?

Disabled applicants (optional)

BIHR operates a Guaranteed Interview Scheme for disabled applicants who meet the minimum criteria for the role (defined as fully meeting 70% of the essential criteria in the person specification). For further information about this policy please email vacancy@bihr.org.uk.

Please check the box below to be considered under the Guaranteed Interview Scheme:

☐

All candidates invited to interview, irrespective of whether they would like to be considered under the Guaranteed Interview Scheme, will be asked whether any reasonable adjustments will be needed at interview (or during other aspects of the selection process).



Employment history

Total number of years/months in employment

Please state below the total no of years/months you have been in employment:

	Years:
	Months:



Details of previous employment history

Please also provide details of previous employment history in the table below. Start with your current or most recent employment, and complete the information in the table for each employer. If you have undertaken any voluntary work, you may also give details of this in the table below, writing ‘Unpaid’ in the Pay Column.

	[bookmark: _Hlk95837068]Name/location of organisation
	Dates employed
(MM/YY –
MM/YY)
	Title of role and summary of main responsibilities
	Pay
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



You may also add additional rows to the table above; but the Employment History section as a whole should not exceed 2 x A4 pages.

Current notice period

If you are currently in employment, please also state below what your notice period is:  

	



Education and training

Please provide in the table below details of education and training you have undertaken. Start with the most recent and complete the information in the table for each entry: 

	Institution or provider
	Course title or qualification obtained
	Grade (if applicable)
	Relevant course content
	Year

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



You may add additional rows to the table above; but the education and training section as a whole should not exceed 2 x A4 pages.

Reasons for applying

Interest in BIHR

Please explain in the box below why you are interested in working for The British Institute of Human Rights. Your answer to this question should not exceed 200 words, please note your word count at the end of your answer.

	



Interest in role of Senior Communications & Public Affairs Officer

Please explain in the box below why you are interested in the role of Senior Communications & Public Affairs Officer. Your answer to this question should not exceed 300 words. Please note your word count at the end of your answer.

	



Essential Criteria

Please carefully read the requirements for this role as set out the person specification. The requirements are also in the left-hand column of the table below. In the right-hand column of the table below, describe and evidence how you meet the requirements that are listed in the left-hand column.  Please ensure you address each of the criteria in the left-hand column. You will score more highly the more you points you meet. For guidance, we score essential criteria using the following table for shortlisting: 

	Score
	Evidence meeting criteria 

	0
	Not met 

	1
	Referenced but no or low evidence / examples 

	2
	Partially met, some relevant evidence / examples 

	3
	Fully met, strong or multiple relevant evidence / examples  



In describing / evidencing how you meet the requirements, you should not exceed 3,000 words in total. Please note your total word count at the end of section 6. Extra pages, up to the word limit, can be added to this section, but please do not replace this section with a cover letter or CV; this will be considered an incomplete application and will not be considered. 

General attributes

	Genuine commitment to BIHR’s mission and our focus on the practical implementation of the Human Rights Act HRA and ECHR. 
	



	Understanding of the importance of equality and non-discrimination under the law, primarily the HRA and Equality Act. 
	



	A proactive, “can-do” attitude with confidence to take on new tasks, problem-solve, and support others, combined with an efficient, reliable, and flexible approach that demonstrates initiative. 
	



	A collaborative team player who thrives in a small organisation, while being self‑motivated and able to work effectively both remotely as part of a virtual team and face‑to‑face when required.
	



	Commitment to working in the charity sector, with an understanding of what it means to work for positive change within the current law. NOTE: we use campaigning as a tool, but we are not a campaigns or pressure group. This means understanding and working within the charity legal framework, including the importance of cross-party engagement and avoiding party-political bias (internal training and guidance provided).
	



	Based within 1 hour of travel to central London and with the ability to attend regular meetings there, plus the ability to travel across the UK when needed. 
	





Human rights and legal knowledge

	An aptitude for using the Human Rights Act (HRA) as an analysis tool and confidence in discussing its content and application, beyond academic study. 
NOTE: a law degree is not essential, BIHR provides internal learning to deepen HRA/ECHR expertise. However, this role is a senior one and therefore does need a strong readiness to build any gaps in legal knowledge quickly in order to be able to communicate confidently about the law, and specifically the Human Rights Act in policy positions, briefings, submissions, and advocacy. 
	



	Strong ability to understand how UK law works (statutes, case law, regulatory frameworks, parliamentary process), and to analyse how proposals engage HRA duties and rights.
	



	The ability to assess risks/opportunities to the HRA/ECHR, identify relevant legal mechanisms, and propose realistic, rights‑respecting policy solutions.
	



	Ability to translate legal requirements into practical, experience‑informed recommendations for law and policymakers.
	





Policy, political and research skills and experience

	Demonstrable experience in policy work, including understanding of UK political and parliamentary processes (devolved experience also valued). 
	



	Experience planning, developing, and implementing policy projects, including submissions, evidence gathering, briefings, guides and events. 
	



	Experience conducting policy-based research, both desk-based/legal and participative with stakeholders. 
	



	Strong networking and relationship management skills, with experience engaging senior stakeholders.
	



	You are not expected to have existing policy or practice expertise across BIHR’s five issue areas (health, care, housing, education and welfare). Relevant sector knowledge in one or more of these areas will be an advantage, but the priority is confidence in working to BIHR’s established approach: gathering and analysing evidence, drawing on sector expertise from BIHR’s work, colleagues and the Rights Committee, and developing robust, human-rights-based policy positions aligned with the Human Rights Act.
	



Digital and communications skills and experience  

	Excellent verbal and written English skills, with the ability to tailor communication for diverse audiences. 
	



	Ability to translate complex legal issues into plain, engaging language for non-legal audiences. 
	



	Experience in media engagement, including drafting press releases and liaising with journalists. 
	



	Skilled in Canva for creating visually engaging content (images, videos) and brand-compliant templates for colleagues to use.
	



	Experience managing social media channels, including use of scheduling platforms and adapting content for engagement. 
	



	Experience producing and sending regular eNews and managing CRM systems (e.g., Brevo). 
	



	Ability to manage website content and consistency, working with colleagues and external providers.
	



	Excellent attention to detail and accuracy, including meticulous proof-reading and editorial support to colleagues.
	



Organisational and computing skills and experience

	Excellent self-administration and time management skills, with the ability to prioritise and manage multiple tasks simultaneously to a high standard.
	



	Ability to work to deadlines in an evolving context, including when working remotely, and to adapt to a fast-moving environment. 
	



	Proficient in Microsoft 365 suite, primarily Word, Excel, PowerPoint, Outlook, Teams and Planner (internal guidance provided). 
	



Desirable Criteria (Optional)

If you meet any of the desirable criteria for the role, describe and evidence in the right-hand column of this table how you meet the criteria (max 750 words in total)

	Experience connecting lived/practitioner experience to legal standards to develop evidence informed, practice-ready policy materials.
	



	Understanding of accessibility standards for social media and digital content.
	



	Knowledge of devolved administrations and their human rights frameworks.
	



	Familiarity with charity campaigning regulations and advocacy best practice.
	



	Experience of developing Easy Read materials and/or other accessible information and/or co-production. 
	



References

Please give names and address of two referees, one of whom should be your current or most recent employer. (We will not contact referees until an offer of employment is made).

	
	Referee 1
	Referee 2

	Full name
	
	

	Relationship 
	
	

	Position
	
	

	Organisation
	
	

	Email address
	
	

	Telephone
	
	

	Postal address inc.  postcode
	

	






Declarations

Eligibility to work in the UK

To comply with the provisions of immigration law, successful candidates will be asked to provide evidence of their entitlement to work in the UK before an offer of employment can be confirmed. We are not able to support visa applications for this role.

Please check this box to confirm that you are eligible to work in the UK: 	☐

DBS checks and criminal convictions 

Many staff roles at BIHR are subject to at least a standard DBS check due to our contact with children and ‘vulnerable adults’ as defined by the DBS. Each role is risk assessed, and upon being made a job offer, successful applicants will be notified if there is need for a DBS Check. Staff can complete a self-declaration form at that stage to declare any relevant information.

A criminal conviction will not necessarily prevent you from being employed at BIHR. However, if a DBS Check is completed and the disclosure certificate reveals offences or raises any concerns, BIHR’s risk assessment process will then be followed.  There is the potential that, following this process, a job offer may be withdrawn, or, if the individual has already commenced employment, that employment may be terminated.  

Please check this box to show you have understood the above:			☐

We also ask you to note below any previous convictions not yet spent under the Rehabilitation of Offenders Act 1974, providing details of the offence and date of conviction:

	






Use of AI in my application

Please check the box below to confirm that: (a) you have noted the comments in the application pack about the use of AI in preparing your application; (b) accordingly, if you have used AI in preparing your application. you have used it only for basic processes such as refining your ideas, researching public information or checking the spelling, grammar and clarity of what you have written; (c) you have not used AI to create responses to questions on this application form and used those responses on the form; and (d) you shall not use AI to complete any of the further tasks that are part of the selection process for the role for which you are applying.

Please check this box to confirm the above:						☐

Accuracy

Please sign and date below to confirm: (1) that the information you have given on this application form is, to the best of your knowledge, true and accurate; and (2) that you understand that any untrue or inaccurate information given on this application form may lead to the withdrawal of a job offer or termination of employment:

	Signed
(an electronic signature is sufficient)
	

	Date:
	



Submitting your application

· As noted earlier, completed application forms must be received by 10am on Wednesday 11th March 2026.  We regret that late applications cannot be considered. Applications should be emailed to vacancy@bihr.org.uk
· Interviews with shortlisted candidates will be online via Microsoft Teams, and are likely to take place in week commencing Monday 13th April 2026  
· We will let candidates know whether they have been selected for interview by the latest Thursday 2nd April 2026; if you have not heard from us by this date, you may assume that you have not been shortlisted on this occasion.
· We regret that, due to the number of applications we receive, we are not able to respond to all applicants; only shortlisted candidates will be contacted.
13

Page 1 of 2
The British Institute of Human Rights. 167-169 Great Portland Street, Fifth Floor, London, W1W 5PF
(office is not open to visitors; address is for correspondence only)
• T: 020 3039 3646 • W: www.bihr.org.uk • E: info@bihr.org.uk
• Registered charity no 1101575 • Company limited by guarantee: 4978121
image1.png
The British Institute ,gf’
of Human Rights M
\O)




