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Transform Latin American Advocacy and Project Manager

Transform is a UK based think tank and registered charity working in the area of drug policy and law reform.  Our mission is to end the War on Drugs and establish effective and humane systems of drug regulation.  www.tdpf.org.uk 

In the next few years Latin America, and Mexico in particular, will be key to ending the failed global War on Drugs and replacing it with effective, humane systems of regulation, so removing the biggest driver for violence and corruption in the region. As a global leader exploring and campaigning for legal regulation, Transform has a vital role to play in bringing that change about.

However, to do so we must work collaboratively and effectively with experts, influencers and NGOs in Mexico and other Latin American countries. For that to happen, having Transform staff visit from the UK will not be enough. We will need someone based in Mexico who speaks Spanish, and understands the culture and politics of the region, so they can tailor our work appropriately, and act in an ambassadorial role at lobby meetings, in the media and when working with our allies. 
· The post will be part-time (3 days a week), and for one year initially
· £28 000 pro rata

· Based in Mexico

· Fluent in Spanish and English

See attached Job Description and Person Specification for more details.

Initial application by CV and short covering letter to jane@tdpf.org.uk by 11 pm GMT Monday 21 May 2012.
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JOB DESCRIPTION

DESIGNATION


Latin American Advocacy and Project Manager

SALARY:


£28,000 full time equivalent 

HOURS:


3 days a week (21 hrs per week)

DURATION


Initially 1 year
Supervised by:
Head of Campaigns, Transform Drug Policy Foundation 

Works with


Other Directors & staff of Transform 





Mexico Unido Contra la Delincuencia (MUCD)




Latin American drug law reform NGOs
LOCATION


Mexico City

AIM OF POST

To lead on the delivery of Transform’s advocacy and campaigns strategy in Latin America which aims to work collaboratively with our allies to support and encourage a coalition of governments calling for the War on Drugs to be replaced with legal regulation. 

Assist with the communication and marketing of Transform’s proposals for drug policy reform to politicians, policy makers, professional bodies, key organisations, the media and the general public. The initial focus of the post will be on Mexico.

MAIN DUTIES:

1.0
Policy and Advocacy

1.1 Work strategically, to initiate and develop a range of external contacts sympathetic to Transform’s mission in Mexico (and later Latin America more broadly). Maintain these contacts in a systematic manner ensuring that accurate records are kept and that key information is disseminated in an appropriate and timely manner.

1.2 Working with MUCD/CUPIHD staff and Transform to develop contact lists of key government officials and policy makers/NGOs/influencers in the region.  

1.3 Scoping exercise identifying key audiences/individuals/regions/countries and mapping exercise of roles and priorities.

1.4 Identify and attend conferences, meetings, seminars and public engagements and deliver presentations as Transform’s representative and attend public engagements and international events as required.

1.5 Provide briefings to relevant politicians where appropriate (e.g. Drug Policy debates in Parliament)

1.6 Contribute to the development of the Transform work plan with a particular focus on identifying political opportunities and policy priorities.

1.7 Receive and respond to calls, letters and emails as appropriate.

2. 
Research/ Media/ Web

2.1 Maintain an up-to-date knowledge of drug policy by regular research and reading of relevant material, particularly with relation to the political situation in Mexico and Central America more broadly.

2.2 Conduct high quality policy analysis and research on priority drug policy issues, including tailoring existing Transform publications to make applicable to the Latin American context, blogging etc. 

2.3 Oversee the translation of required Transform publications into relevant regional language(s). 

2.4 Support Transform media work through writing press releases and representing Transform in media interviews.

2.5 Contribute to the policy and advocacy content of the Transform and the Count the Costs website, ensuring that information is accessible, relevant and up-to-date.

3.0
Team Work and Volunteers

3.1 Liaise with colleagues both in Mexico (and Latin America) and with Transform staff and partner NGOs (such as drug law reform NGOs) ensuring relevant information is shared in a timely, comprehensive and accurate manner.  

3.2 Attend fortnightly team meetings via skype (these will be scheduled at 2.00pm GMT).

4.0
Resource Management

4.1 Plan own day-to-day work within the framework of the agreed project plans.

4.2 Co-ordinate own work with that of others to avoid conflict or duplication of effort.

5.0
General Responsibilities

5.1 Adhere to relevant Transform policies and carry out duties in accordance with Transform’s mission.

5.2 Support fundraising efforts including research on possible opportunities and concept note and proposal writing.  Contribute to donor reporting.

5.3 Be self sufficient in terms of own administrative duties (some admin support will be provided e.g. surrounding organising events and mail outs).

5.4 Undertake any other reasonable duties as required.

6.0 Line Management

6.1 This post will be line managed by the Head of Campaigns at Transform Drug Policy Foundation. Regularly communication will be required to ensure the post holder adheres to a pre-defined work plan. 

PERSON SPECIFICATION
	Requirement
	Essential
	Desirable

	Knowledge/Qualifications

Some knowledge of drug policy

Knowledge of Mexican politics (and ideally Central America)

Familiarity with ICT and competent with basic office software

Fluent in English and Spanish

Fluent in Portuguese
	X

X


X

X
	X

	Experience

Undertaking Research Projects

Working in the Voluntary Sector

Working with Policy Makers

Experience of Information Dissemination

High level advocacy and campaigning including experience of networking and public speaking

Media Experience
	X

X

X
	X

X

X

	Skills

Ability to produce written work to a high standard

Excellent verbal communication skills

Capacity to approach work in a creative and innovative manner
	X

X

X


	

	Attitudes

Commitment to team working

Self Motivated

Well organised

Commitment to equal opportunities

Commitment to Transform’s mission

Willingness to Travel
	X

X

X

X

X

X
	




