
Briefing Hub Officer

Role description 

The Briefing Hub Officer ensures the Academy provides clear, timely and high-quality briefings that enable senior leadership to make decisions, manage risk and engage confidently with external audiences.
As the central coordination point for briefing requests, you’ll scope and prioritise demand, agree owners and deadlines, and keep work moving so that briefing products meet consistent standards of quality, accuracy and alignment with Academy positions.
You’ll bring order, visibility and discipline to briefing activity, helping colleagues manage pressure and avoid last-minute churn, while improving how the Academy produces, reuses and learns from its briefing materials.
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	Job level
	
	Reports to
	

	Salary
	
	Direct reports
	

	Department
	
	Role duration
	

	
	
	Location
	


Job level
Grade 6: Officer
Reports to
Strategy & Partnerships Lead
Salary
£ 35,560 - £ 42,672
Direct reports
N/a
Department
Operations
Role duration
Permanent


Location
41 Portland Place, London, W1B 1QH



About the role

Central Coordination of Briefings
· Own the intake of briefing requests: capture, clarify and prioritise requirements, and progress work in line with agreed processes and organisational priorities.
· Maintain oversight of briefing workflows, tracking progress against deadlines and escalating risks, conflicts or capacity issues.
· Support allocation of briefing tasks across teams, agreeing clear ownership and realistic timelines.
· Anticipate pinch points and manage competing demands on subject matter experts and senior colleagues, protecting quality and reducing last-minute pressure where possible.
Briefing Production, Quality & Consistency
· Draft, edit and format briefing materials (e.g., background notes, Q&A packs and lines to take) to high standards of clarity, accuracy and accessibility.
· Coordinate and consolidate input from multiple contributors into a coherent narrative with clear recommendations and anticipated questions.
· Run quality assurance and sign-off processes, maintaining version control and ensuring approvals are secured on time.
· Ensure briefings align with Academy positions, evidence standards and agreed messaging, flagging gaps or inconsistencies early.
Cross-Academy Working & Stakeholder Engagement
· Partner with policy, communications, events and engagement teams to anticipate briefing needs and plan work ahead.
· Liaise confidently with senior colleagues and private office–style functions to clarify requirements, negotiate deadlines and manage expectations.
· Engage Fellows, subject matter experts and external partners as needed to source input and evidence at pace.
Information Management & Knowledge Sharing
· Maintain a central repository of briefing materials so content is easy to find, current and appropriately access-controlled.
· Develop and embed briefing templates, guidance and simple standard operating procedures to improve consistency and speed.
· Spot opportunities to reuse, adapt or retire content, streamlining production while maintaining quality.
Governance, Risk & Continuous Improvement
· Handle sensitive and confidential information appropriately, in line with information governance and data protection requirements.
· Track patterns in briefing demand and contribute insights to capacity planning and risk discussions.
· Drive continuous improvement in briefing processes and tools, suggesting pragmatic changes that reduce friction for teams.

About you

Excellent organisation and prioritisation skills, with the confidence to manage competing deadlines and make sensible trade-offs.
· Outstanding writing and editing skills, with the ability to turn complex information into crisp, audience-appropriate briefings.
· Strong attention to detail, with a track record of producing accurate work under time pressure.
· Strong stakeholder management: able to build trust quickly, challenge constructively and work effectively with senior colleagues.
· A collaborative approach and the ability to bring people together around clear processes and standards.
· Sound judgement and discretion when handling sensitive information and navigating reputational risk.



Benefits

We provide our staff with a comprehensive benefits package outlined as follows: 
Competitive Rewards 
· Generous pension scheme with flexible contributions – we contribute between 8% - 13% of your gross salary (with employee contributions of 3% - 8%) 
· Life assurance at three times your salary 
Work-life Balance 
· Hybrid and agile working.  50% office attendance.
· 26 days annual leave, plus Christmas closure days and bank holidays 
· Buying and selling leave
· Family-friendly policies including enhanced maternity and paternity leave (subject to a qualifying period) 
Wellbeing and Development 
· Complimentary subscriptions to Headspace and Classpass to support your physical and mental wellbeing 
· Support through tailored learning and development 
Additional Benefits
· A range of enhanced benefits become available once you’ve completed your probation period
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