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 Job Description 

Post:  Director of Policy and Programmes 

Reports to:  Chief Executive (CE) 

 Purpose of the post 

To lead and manage the processes by which we identify, develop and facilitate policy 

events that enable Wilton Park to deliver its corporate purpose and objectives. This will 

contribute to and support British strategic foreign policy objectives by convening opinion 

formers and policy makers from around the world to address and resolve issues of critical 

importance to global security and prosperity. The post holder is a member of the Senior 

Management Team (SMT), and as such will contribute, participate in, and share in the 

overall leadership of Wilton Park. The post will be a key element helping Wilton Park reflect 

the strategic objectives of the FCO (Foreign and Commonwealth Office), and the broader 

strategic foreign policy priorities of the UK. 

Job description 

Key functions 

To lead the Programme Director (PD) team at Wilton Park in designing, developing, funding 

and facilitation of Wilton Park events 

To ensure that the programme and pipeline of events will enable Wilton Park to achieve its 

operational and financial targets 

To supervise Wilton Park colleagues’ (and participate directly in) engagement with FCO 

officials, colleagues from other UK and international government departments, partners in 

national and international organisations and the corporate sector to identify and develop 

topical, timely and policy relevant events. Contribute also to strategic thinking on themes in 

a collegial way with CE, members of the Wilton Park Advisory Council, the PDs, Head of 

Programme Development (HPD) and Programme Development Associates (PDA) 

To performance manage the work of the HPD, and the operations of their teams (PDAs and 

Interns) 

To have oversight and responsibility for the use of Official Development Assistance (ODA) - 

designated funds by Wilton Park, and to be responsible for compliance assurance in their 

use under UK Aid legislation and Development Assistance Committee (DAC)/ Organisation 

for Economic Co-operation and Development (OECD) criteria 

On the themes listed below, to personally design policy and outcome focused programmes 

and events in collaboration with partners and manage ongoing programme evolution. 

Identify and engage with potential speakers and participants to ensure a high quality event 

which meets objectives, delivers outcomes for partners and achieves citizenship, gender 

and multidisciplinary participation as required 

Convene and chair Wilton Park discussions and events in a neutral fashion, to ensure that 

all participants and speakers have an opportunity to engage in meaningful, discreet and 

constructive dialogue using appropriate, relevant and outcome focused facilitation 

techniques. Ensure issuance of a short report that captures key findings and policy 

recommendations, post-event 

As a member of the strategic management team, working with and sharing collegiate 



responsibility for the management of Wilton Park under the direction of the CE. In particular 

the post-holder will be responsible for the objectives and financing targets of the 

programme development team (PDs, HPD, PDAs and interns) 

As a member of the Resource Allocation Group (RAG), take strategic and effective 

decisions relating to product and funding mix to ensure delivery of successful and 

sustainable business development  

Essential characteristics 

Specialist experience and credibility in the application and use of ODA compliant funds to 

deliver development objectives, particularly in conflict and post conflict situations 

Experience of work in a broad range of financing environments in the public, private or not-

for-profit sectors. 

Management experience of people, systems and processes, preferably in revenue 

generating operations, and in project management and leadership 

Security clearance at DV level (If not, then appointment will be conditional on receiving DV 

clearance) 

 

Key competencies required  

Seeing the Big Picture  

Changing and Improving  

Leading and Communicating 

Collaborating and Partnering  

Managing a Quality Service  

Delivering at Pace 

Making Effective Decisions  

 


