
 

Job Description 
 
 

Job Details 
Job Title: Policy Officer   
Work Unit: Varkey Foundation 
City and Country: 
Contract: 

London, UK 
Fixed Term (7 months fixed-term contract) 

Reports to: Policy and Advocacy Manager 
Job Purpose 
The Varkey Foundation is a not-for-profit organisation established to improve the standards of 

education for underprivileged children throughout the world. Our mission is that every child should 

have a good teacher.    

Through the Global Teaching Prize and the Global Education and Skills Forum, the Foundation has 

helped to place teachers at the top of the global education agenda and we have already reached 

more than a million children through our teacher training and leadership programmes in Ghana, 

Uganda and Argentina. 

We can only be effective as a Foundation if we have a deep understanding of the policy and 

implementation challenges faced by teachers, teacher educators and governments around the world 

– particularly in low and middle income countries. And we need to take this thinking and learning 

and use it to advocate with these same governments and policymakers to help change happen to 

improve teacher outcomes. These twin tasks are the underpinning principles of the Policy and 

Research team within the Foundation. 

The major advocacy opportunity for the Foundation comes through our annual Global Education and 

Skills Forum (GESF), held every March in Dubai and attended by up to 2,000 high value stakeholders 

from international education including Heads of State and Education Ministers, international 

organisations, civil society and NGOs, academics, donors, education businesses, and teachers and 

principals. The GESF is also held alongside the annual Global Teacher Prize ceremony (GTP) but is a 

significant event in its own right which acts as one of the hubs on the annual calendar of 

international education where people meet, announcements are made (to over 200 international 

media in a typical year), deal are done, and policy discussions are advanced.  

The Policy and Research team is responsible for curating the content of this conference – working 

alongside two full time members of staff (one in London and one in Dubai) and a dedicated events 

management company who are responsible for all the logistics of the conference, and a small team 

who manage the GTP.  To maximise the benefit of the GESF for the Varkey Foundation, and to 

ensure it acts as a centrepiece for our broader advocacy efforts, the Foundation is recruiting a Policy 

Officer. This role has two main tasks; to manage the policy logistics of curating the conference, and 

to help design an agenda that incorporates areas of interest to the Foundation and will allow for 

policy and advocacy goals to be achieved at the conference and following on from it.  

As a relatively small organisation, and in a new role, this position offers an exceptional opportunity 
for someone who wishes to combine the agility, flexibility and ambition of a start-up culture with the 
security and credibility of a global foundation, and to address one of the biggest issues in 



international education.  
 
The role is offered as a fixed term contract for seven months from September 2018 – March 2019. 
There may be possibility of extension to this contract and further development of the role. 
 
Key Duties and Accountabilities 
The main function of this role is to provide policy and logistical support to the curation of the GESF in 

March 2019. This is likely to include: 

 Helping design the agenda for the conference – including suggesting particular session 
types, or topics for discussion, and suggesting speakers to invite 

 Management of speaker relations – being the principal point of contact for a large number 
of speakers and speakers’ offices in terms of confirming attendance, timings, and questions 

 Preparing of briefing packs for all speakers – a significant logistical challenge to ensure that 
all speakers are briefed carefully not just on the practical aspects of their speaking sessions 
but also the content and style of the session in order to maximise the interest and 
engagement in each session for delegates 

 Coordination with the logistics team and event management company over issues such as 
travel, accommodation and session set up 
 

The Policy Officer will travel to Dubai with the rest of the team for an approximately ten day period 

before and during the conference, so will have every opportunity to see the conference in action.  

There may also be scope for the Policy Officer to get involved in other aspects of the Policy and 

Research’s team agenda, which includes: 

 The Atlantis Group – a group of 25 former Education Ministers and Heads of State from 
around the world who have agreed to come together to form an advocacy coalition for 
ongoing education reform. The Policy and Research team forms the secretariat for this group 
and is responsible for delivering their annual programme including written research and 
other outputs (eg op-eds and research reports), governmental visits, and other advocacy 
opportunities including an annual summit of the whole Group 

 Existing research programme – every year the Foundation commits to working with a 
number of high quality and credible research and policy partners to conduct new research 
into issues concerning teachers 

 Events – the Foundation holds a large number of events annually to promote the causes of 
teachers and education reform. The management of the events themselves is delivered 
elsewhere in the Foundation but the Policy and Research team have a central role in 
designing the events, curating guestlists, and advancing both our policy and advocacy 
agenda through these events and follow up conversations 

 Social media and communications -  the Foundation is always keen to advocate publicly for 
the causes which are important to us and the Policy and Research team are heavily involved 
in designing these messages, drawing from our existing research and position papers and 
shaping our views for mass audiences and across traditional and social media 
 

As part of a Foundation which still has a relatively small head office team in London, the post holder 

will also need to be prepared to get their hands involved in everything and anything else that the 

Foundation does!  

The hosting and delivering of the GESF every year is the single biggest task which the Foundation 



undertakes with input from everyone from the Chief Executive down, and the Policy Officer will be 

intimately involved in it – including a significant amount of logistical and administrative work around 

briefing and coordinating with speakers and the agenda. It is likely that long hours and occasional 

weekend working may be required in the immediate run up to the conference. 

 
Person Specification 
Experience, skills and attributes 

 Likely to have 2 -3 years post graduate experience in education, think tank, government 
relations, teaching, academia, or a related field  

 Someone who wants to make a difference in education around the world 

 Self-starter who can work unsupervised  

 Able to present ideas clearly and convincingly in a range of different ways 

 Able to manage projects and work streams effectively 

 Flexible and adaptable approach to work demands  

 Able to juggle multiple tasks in one go, with an understanding of what to prioritise  

 Able to work in a fast-paced environment to develop solutions  

 Have high attention to detail in order to identify errors and inconsistencies if necessary  

 Able to build relationships with multiple stakeholders, including very senior individuals 

 Adaptable and able to work across geographies and cultures 
 

Location 

 This position is based in the Head Office of the Foundation in London, with travel to Dubai for 
approximately ten days during March 2019. 

 The role offers potential for flexible working including home based if desired for up to four 
days a week.  

 
Remuneration & Benefits  

 Competitive and dependant on candidate experience  

 Pension contribution  
 

 

 

 

  

Please send your CV and cover letter to careers@varkeyfoundation.org, no later than 25th of July 

2018.Please note we will be interviewing candidates during this time, so early application is 

recommended. 

All candidates applying for this position with the Varkey Foundation must be eligible to work in the 

UK/European Economic Area. Candidates should confirm this when applying with their CV and 

covering letter. 

 

The Varkey Foundation is an Equal Opportunities Employer. 
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